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ABSTRACT 

In an effort to apply nodern nanage^nt technignes to 
the Colnnbia University Libraries^ the Association of Research 
Libraries sponsored a st^dy vhich called for restracturing th9 
libraries to underscore functional relationships. The report of that 
study was reviewed by the libraries* adninistration and staff* and 
reorganization plans were nade based on the study. Firsts the 
organization of the libraries vas restructured^ with designated key 
adainistrators and staff and nev reporting relationships. Second, nev 
staffing descriptions were established, in greater detail than 
previously. Third, nev program planning resulted in a restrnctured 
budget, the program accounting technique of cost analysis, plans for 
a coordinated policy nanual, and the creation of pernanent planning 
structure. The report describes general goals and objectives, and for 
each unit of the organization lists principal adninistration, parent 
unit, role, objectives, functions, key vorking relationships, 
reports, and perf oraance and evaluative criteria. Organization charts 
are provided for the six aajor groups and for the overall 
adainistrative structure. (LS) 
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INTRODUCTION 



In 1969-1970, a preliminary investigation of problens In 
univetslcy lihrary tnanagcmcnt vcs coirinissioned by the Association of 
Research Libraries in cooperation with the American Council on Educa- 
tion and with the support of the Council on Library Resources, Inc. 
That Invostirat^'^'n found that generally the organicatlon arrangeajents 
In research libraries "ar^ too Infonual, poorly matched to current and 
eaerplnj; rcquircnunts and d<?slsned without benefit of taodern toanagGsnent 
approaches'* and that thc'.sc instltution^» often have "Inadequate staffing 
and provision for staff development." 

In an f^ffort to (^^.''.nlnc these issues in greater depth and to 
strcnj'.then the or^^anlsation nwd staffing of reseatch libraries, the 
Association of r.c«fsirch Iiln£»ries sponsored a casn stady at the Columbin 
University LiUrarieiJ, apain In coopeiatlon with the American Council on 
Educntion &ud tV-e Council on Library Resources, The study team comprised 
r£'£»rfinf»iit.vttlvcs of Book, Allen & Hamilton, Inc. and the University 
LJbiiiry niviiponutit Studie.^ Oftlce of the Association of Rcsuacch Llbr£-.V<C8. 
Ccluubi:; v.^s ..t'lestet^ bi^cauEc, it is in trany wayr representative of 
uni.v«rpity uvaI research libiariey, and because Its administration and 
fattilty are dcdicited tc constructive chanp.e and itiiproveiuonl . Althou{;h 
scvoval general ;?rinciplt'i nnd re^ror.nfr.uations Vi?y be derived from the 
study. It w«s not infindcd to crc^KT a prototypical structure for all 
ttnivarslty llbri^rics^. H^ithcc, It was undertaken to help prepare Columbia 
for its ovnx distinctive fut:tr" while pOKHibly iiidicatin?. adr»laistrative 
djr*?^.tlons in vl Sch co^•,,^l.r:.^lc libraries night proceed In order to enhance 
- their own opcmclons. 

Ti'C unit descriptions in this present volume carry the study 
xeco;"!.r'*mIaL:icn8 to a level or detail even more v)i.iquely identified with 
t't..'. ?:oivtr.l.ia i.^urawica. Tliey were* developed entirely by the staff of the 
Mb*-aj ita or. nnvi of the «itn1ysii and inplenentation of the study recoi;'- 
piert'Ttion:?. Iho doncrltttton^ arc valtiablc to potie def,ree as nenoT^al state- 
wenLs of purpose f or compou'^uts of all libraries btit they arc particularly 
iBeanin;;ful an exten«r.ion» of the case study. For this reason, the complete 
study report^ «1iould bo er.a'^Jlned co ccliieve the beat understanding of the 
descripf Ions and I'helr contc:<t. 

The rccoiiwtndattonyi of the Initial study teaa were r.onprehensivc 
and f^vwaid rrtch:^n?;. They called for restructuring the Libraries to 
uiidct Jcore fiirrcUoual rclatiotiships, with special attention to fsuch goals 
as: 

-liuknng lusource developrient with resource utilization, 
-fOHtci in<; a hi.f.hr.r level of e^cpertise in the delivery of 

Si'i'vlct'f.* iivA 

-cai;'jr»7.5d:»ti»j^i Jic wide ranr.e of internal scrvicew reriuired to 
r':j-v..»rt* «li asptjcts of operations of a major acadi3«ic reRearch 
iibvaiy. 



1. 



This rcflnomcnt of conc.>?»C8 that fostered the traditional 
public service/ tedmical service alignment was intended to provide 
an organization which would respond more effectively to the changing 
univertsity and service environment and which would be nble to provide 
better opportunities for indivlduala to develop professionally. 

In considering the iraplenicntatlon of this approach to library 
organisation and the rcconceptuali^atiors it entailed of the role of the 
library in the university, several needs were apparent to the Libraries' 
administration. First, because of the size of the Libraries and their 
complexity, there was a need to thoroughiy tM>a.lyKc and refine the 
recoffiwcndntions to bcs sure they were realistic and viable. For the same 
reasons, it w«9 necessary to specify in detail what the organization 
would be and how it would work, i^inally, it w:;s ijaportant to achieve 
within the staff the broadest cotuprehonsion of the sinniMcancc of the 
report and Its itnpllaat.loiisJyt.cnfutj;ine the naximuia numbfr of profess Irrnl 
staff ncmliers in the analyftis and determination of thos ivaw vtmctuto £,<J 
operating r:..tle. Widpr,prpatt participation trouTd apply to thp.no taslj* thv 
collcictrlvo. intr.lllncpcn and brendth of libravy cxpcricuc^i represented in 
tXic staff, v,hcther thnt ftJipcrlcnin derived iyonx years of responslbiiiLv 
in libnui.-in'^hin or recent graduate study in library school. It would 
allow scrutiny of th<5 rccoiimcndatloas by lihrary profer??-lonals inulnuiiftly 
fanjlliar with the CoIu.;:hia library syatitm to ensure thnt the propo&C;^! 
ocj:an3j?ntio.T rhan^t^s v^juld work, A^ove all, it wc?s belltvcd esscntir.I to 
the spirit Oi thz rcccnticnda tioart :?nd to the nuccof.s of the changes t\it 
tho ctaff play an active role ii» diitomlninn the structiirc and direction 
of the nw orcaiiisation. 

\.hc»n the work of the Allen natailton study tisatj »;as ^ 

cocplote, their report was thoroinjily vevif^wd at all 7.c-.vei« oi: tli« 
Lit^raries' adiiinistrat Jon and st-ilf. 'ihc Director of t.lbrarleB, with the 
.'itudy tcnn, conJuctcd a series of staff pjeotinf.*? {o tlei '-ribe and c;:plala 
tho rcc-sr I* -tiijarions. Thcne provided opporttinitiuf; ♦•or il;..* atitf. ?:o 
uuucr:<t."inn the report and itn iwpHcatione, to ('U.c. m' tu^ai and to respond 
to tiicm, hll atatf i!i(:.;iI»cTs were invited to orltt* Vu U' ejections to tr.o 
report and any of its particulary. Tlie Librnritir.' ei^'.bt standing cotu- 
n^ittcos were- also rcqur -.ted to review the r€«,>ort in the crntcxt of thoir 
speci I interest??. Out of these licticulous roviotr f.-f r:u » s f.oi.w» seventy 
prtfies of cosMicnts cnuc as tncworauda and reporri. Vhc c-.^nrjonauD \rvu t1'.r.t 
the concnpi.-; and recoi nrndatioafj of the stuJ\ "crc fan' -J.i.intally f;fn'nd and 
logical, vitil that the Libraries would benefit ficin thvix ano tication to 
our enviroT;!.!- nt. Staff wcTnbers dJan^^rccd with soiac npcciric dGtails of 
the recotiMcnilatious, but basically accepted and svpportr l l:rc R^-uctPl 
ci»anf,cs proposed. 

It was clear when the report vms iasutd tlu-t tli»» study and its 
rccoiri?.ond;n.i»>nn \vvrp thnrou:'.h, but not di:tailr.d entwfh vo,r of a uatuft'! 
to p;>ti«it ttiofr direct imple nentatJon. 'Jli.'y v>-ro re;».uv:oci aa r>«<"^«S«Hnc.i 
for the Lilaarir.s* orf..;nI:;atJon and rcnpoirllii H t. but not nerc's«:arny 

cctylt io nor saecoranct npocif ir.afions. V-'q irili?'! rr.vfvv atitlvl t tf-;» 
\»vro the ff.::t atepr. in a careful eKanilnatiop of tno rej-.o/t aad doHiicr.l ion 
f.f ar.',.r^l".it dt»f:?iT:; whicli conld he lasLan. rl *n nit ordinary tvii.nor 
with wlnltr-.i. ti erupt ion to {Service .-^nd opcii.t if>n.:. Th-.' work of prcparir-* 
ihe Llbrar..«;;: ior tho tu-.w structure and statf Jri,", wr*? oi.nceivcd as a plan- 
ning proccj:.'; independent of tho actual iripltn\Mnaf;loi», v.-Uh tho plannin;'. 



to proceed in three discrete but intcrrclatod phases coticerned with 
orgaAisation^ staCfin.^j^ an^f operations, TJie first phape^ the Orpanl^**^ 
tlon Definition^' resulted in the unit descriptions included in tht^ 
volume!. Since their cotnolctioui the ori^tanirsation has been restioicturt^ 
accordinr, to the charts In each chapter* Key administrators end staff 
ttembetfi have been Uc<iisnated and new reporting relationships established. 
The tran5;fcr oi rcsiponsibiliti.es is currently under way and is expected 
to take about six months* 

FhusG t\w, the* Staffing De&cription, detcrnined genci^il staff - 
ipil in'»ttoi"n:i nr.d a? nct*srcl the im^iodiate impact of the new admJEni»trative 
siructur:* nn all pivici^sionaX nnaif respcmsibilitiest This work indicated 
chat in a.ltiioat all t-a-^rs positions remained functionally unaffected by 
tbe cIi: n;»t?d report In.: «^iid authority arranccDcnt, R-^thar^ there vsf* a tjnc- 
for--r p • cnrrespomlv u r- ^et^iTcen most positionn in the. old and now or3;ani::a- 
tlon* Sf>:rc^ ucv p ' iriuns ^cre created and eoi?ic eld positions with iden- 
tifinl ji^ coi^ntoriMT r... jn the orf,ani?^*ation were reconstitui:i>ti* All the 
3{fcct'-^ po^vijit^'ir \rc,Tc dct^tir fbtid in dctnil bat:ed on the dcscrirtian cf 
their ?c cat n^ii }.r. ordcT tf^ hnJp Lridivltutals undent-md thr^ f^copu of 
their n -w : * ; t tlctJ, Vlu^iie p.i^itinn desctipt^cms also cc.ntirib\.iL<: i 
to the x^:^c.iixi i/i:r\ ^si-ctz^v^. rpir rtnt'flnc; of ths new orf.*-:nizatlon hy delmcnt-* 
ing raali ian c;\r.:iully c 'lau^h to cstablirih t)uclif ic*ition{5 find a«3<;I; 

candidal for it^ 

r*> r:n ir.^^; j^d^ntp K t rclatcJ €>3t of staffing activities^ the 
Persannr- C ':>ov^ t>-ov^h a ^:>ocirJ task. £orca» dciveloprd a two-track 
rrhoittsl.. i.f ;-:j.i.:c- fr-t vo^^j^ t :*nd pi'o for .clonal rr^n1;s, Tliis cJ-a^siflcr- 
i;:^on i^^ -l.^j nuA c; c, o^or.r»>n:; cf ataff pertorriancc evaluation and 
iitanui;. t^alui;*r ^l/trh h3^u; alrendy been adriinistcrod or are planned 

lor vhi T.'KT iuuivi c- nrc x.c^ditlon'^i tcola which have been introduced to 
i^rsist tl>e i'tiTf dovclr'iaaent j-rr^.CifTSjt 

Phi^e ti^rf\*^ Oi^ctationB riennlnn, has been a continuing; effort: 
directed tovatd l^^* prti.^^raiir: of the Librarlen. It has resulted thus far 
in n restructure^ bu!:-*-ii Dm cicveloni.i?nt of a prop,ram accountini^ toch- 
nitjut* of car.c arnI\ro:;, t^e crrution of a pennanent planning structure 
tiasnd c^n n h,t;;h lev*. J pioaniir, nnd policy cof.nittcse^ and the establish^ 
iMiiit oZ 1 l-^^.^^at c.uf Xiivjt £oT a coordinritcd policy Manual to r«uide 
fUiciFlT'i^ t;.il:iu}; a^tu t.ncotTev.r ihn distrihuuion of autlic^rity throuehont 

The pron^ wb.ich liar, been ina-ic? in planning and ifnplefnentinjx 
the studv ri/c£>ni;t.^!ij!.r:^yn.; w^:*^ rcvasible in large part because of events 
i;hich ivc^h jOr-co vUJ^cn the Vn v-rrity adtnlnistration at the snnie ti^e 
that the f.rMiiy \iH ^ nftn./ci in its VDrUi. In an independent and un-* 

rclattd i f'V^rt, t>L- U iivi^rnitr <*<?':iinti5tratioi'i undurtrelc a review of the 
Univcr^:il^''s orpM» t rt'ft^ on. stiuctruro, AtncMj^, riihor fimlinj.'.s, they 
concH '. .- that all t^j^ I'ni; rrsj ty*G inf%inri;:ion Y€ tio^^rcon i/crld be 
irore cC!(Ct:ivc3y conr.*lir^tc:fi ^. ith /u^.i-^r^lc {>io;^.rr^s if they we)e bf*tter 
lnt:^r.^-* cx* into tli^^ liiilvetrity'n ncn^h iric i-lannln/'; r-'ui deeu;ion leaking 
strrcttn* • Tr.vartl thir, * n ^ ^ •^-•^ pe.^> It va^ creatM within £i re- 
or;;c*ai?u.{ In-v ': ::ity tdrjiut • rion — VX:- Vrc^idcnt for Inlcm^U^ou 
Servtci N tind nuivcrsity I .Jbtar l-in^> report. Inj^ to the CKccutivo Vice- 
rresttlcsit tor Acadvn?ic Affifir^i, This por»«tion was asHiftned ruSiKainibiJii ty 



for thfc University's major information and academic technology resources, 
the Librae iea and Conpucer Center, as* veil as for several other diverse 
but related academic Inforriation units. Although the study team 
recotrtmended that the University Librarian be a vice president, the action 
oC the University, based on its ovn perception of its needs, went beyond 
that recormendation by its? adr.inlstrativn consolidation, at the vice 
presidential level, of libraries and all other Infomatlon resources. In 
both cases the utidcrlylng principle was the same, naiaoly that academic 
programs and their information based support are intioately related and 
that planning for Ijoth of them should take place in concert. 

In a sense, although the University's decislOQ was independent 
ol rho case study, it had the affect of beginnlnfj the iraplerocntatlon 
proccfas. Several other key recoamcndations of the study were iinpleinented 
shortly after r.lic report wa;i published, and these were instrumental in 
gcttitir, thft full tutale imp! orientation started. The Planning Office was 
established with the deelgnAtlan of an Assistant University Librarian for 
Plannln,-*. and thz Personnel Office was reoriented toward the reccomenda- 
tionj fbroup.h the designation of the Assistant University Librarian for 
Terscnr.^^l. Ts^o stand in?; c.£»mittees were eatabllf»bcd as a means to apply 
in special situations the cKperiencu and competence of professional stfi'ff 
mcmr.ors at all levels of clic organization. Tlie firat of these, the tea- 
tocKbcr Frofcsalonal Advisory Coumittee was charged with providing 
cOTJpirUenslve professional advice and counsel to the University Librarian, 
and wifch conducting', specific studios in professional areas, Tne second, 
the s-iK-^io-Hbcv Staff Developjiont Coinntteeo was made responsible for the 
review and recoivi-cn da t ion of staff development plans and for individual 
profi.!: :iona3 sinvf perforxnance review for purposes of rccoisaendias 
profc; nional itlvaticoncnt. Kacli of these committees was to accomplish Its 
specl^.l ftudie'^ thr(>ur,h the appointrient of special task forces drawn from 
fchrough-^ut the Libraries as well as from within the eotmaittec itself , 

The do?^*:;n£:t.lon of these positions and the apnointnicnt of the tvo 
cosEtiltteea to replace the fomier eight standing committees provided a tiaiie- 
vork within which the detailed planning for the new organisation could take 
place. 

The actual procedure followed during the Orf.anization Definition 
phase of planninp. which produced the unit descriptions of this volume was 
coordinated throuj-Ji the Professional Advisory Cojmnittee. The Committee 
formed the core of three major tai.k forces of twenty-two, thirty-thrcf» and 
fiftepn nanbcis respectively. In total, about half the profcsntcnal staff 
of the Libt-arlcs nctlvoXy participated in the vjork. TIio first task force 
rcviewd the baolc prumises of the study report at the highest levels of 
the rGc.nfBiicmled orr.nni?.ation. It validnted or modified the stntcturo of 
the fiist and second levela of ch«> orj;ani?:atio« and carefully described 
all thfe units ccrprisins5 thcao levels. Daaed on these unit Uef inition<«, 
the second task force exterded the dcscrrtptions to the most detailed level 
of th<» or,,anizatioiu malting modifications to proviounly defined units or 
structurf.3 ruiationships bajiud on further scrutiny and analysis. The 
third tish force rddrcsscd inrsclf to tljo so called allied libraries. 
Afte- c:»ch routt*? of analysis and definition, the work was reviewed by the 
Libr:.i If.n* uL.jr, the senior a'fiainistrativc body of the Libraries, and the 
PiTofeaslonal Advisory Cocunittcc. 



At each oajor level of definition, the working procedure of the 
C«8k force vas the same. The task force was divided into three sections, 
each with PAC representation and a PAC m^aber chair ins the section* The 
task force net as a whole to discuss issues of general concom» and as 
sections to address issues relating to the group of units the section was 
working on. The sections formed two or threes-person teams to prepare the 
detailed descriptions. 

Each unit was defined in terms of its object Ives t functional 
responsibilities, reporting and working relationships and performance 
criteria. As the descriptions were being prepared, it became apparent 
that certain definition elements were common to all units, whether service, 
resource or support orieuccd in their activities. These objectives, 
functions, and performance criteria as well as a general statement concern- 
ing reporting responsibility were contpiled and listed separately to high- 
light them, to make the individual descriptions somewhat easier to work 
with, and to keep the more specific elements within each description from 
being obscured by the general items. Hence, each unit definition is 
comprised of two sets of elements uhich are equally important in guiding 
the performance of the unit. Tiicy arc distinguished only by the fact 
that one applies to all units, and the other is more specifically related 
to an individual unit or small group of similar units. 

The charge to the task forces called for th^ to consider 
thoughtfully the case study recommendations and the review documents 
prepared by the staff in response to the study. They were urged to consult 
with knovlcdgeabic staff members when necessary In order to resolve issues 
but not to re-create the study. Instead, to work with the study report as 
a guide and to develop in detail for the proposed organization the elements 
and relationships whict< would achieve the principle's of the report. If 
conflicts arose with the study recommendations or within the task force, 
the members were urged to seek facts and mke decisions. The task forces 
responsibly fulfilled their cliarge and created an organisation which has 
been ackuowledged throughout the Libraries as adhering to the spirit of 
the study and delineating a realistic and effective administrative structure. 
Uh&ce the revised organization varies from the original reconmcndations, the 
differences are logical refinements which preserve the essence of the 
recommendations while contributing to more effective coordination of library 
activities, orderly transition to the ncv:* arrangement, and impl^entatlon 
within the limits of existing budgets. The following are highlights of 
the differences between the recommendations of the study team and the final 
work of the task forces: 

In the Services Group, the Fine Arts Library and architecture 
Instructional collection (Ware Library) were administratively and biblio* 
graphically maintained as integral parts of the Avery Architecture Library, 
reinforcing the distinctive character of this outstanding architecture and 
design collection. Inter library loan services were retained as a central 
operation for greater efficiency. On the other hnnd, as some minimal 
amount of decentralized material processing was considered essential for 
instructional reserve and other items requiring fast accessioning, small 
material processing sections were added to the Science and Social Science 
Centers, areas which are without Immediate physical access to the central 
processing section. The Instructional Ilaterials and Services Departments 
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of the original recommendations were changed to Reference and Instruc- 
tional Services Departments to expand and emphasise their role in 
directly assisting users with library resources* Because of the nature 
of reserve operations, they were Included In the Access Services 
Departments of the Centers. Current documentation and technical reports 
services were seen as do&e to reference and other wo^re individualised 
types of service* so they were affiliated with the Reference Departments 
of the Science and Social Sciences Centers. 

In the Resources Group, the Bibliographic Control Division was 
organized functionally rather than by subject specialty, in order to 
permit greater flexibllicy In work scheduling and to facilitate procedural 
control. The' resource development function was distinguished from 
re&ource utilization and organi^.ed aa an admittistratively comprehensive 
unit with discipline specialization within it. Its purpose in providing 
effective coordination of collection policy and academic relations, 
library wide, remained unchanged. The Resource Utilization Office was 
conceived as a design unit to create and implement in service centers 
innovative library programs which would capitalize on the material and 
staff resources of the l^ibraries. 

The major change in the Technical Support Group was the ellmina-' 
tion of virtually all intertnediate levels of administration to achieve an 
organization of autonomous but directly coordinated production oriented 
units* The systems development office, because of its breadth of concerns, 
need for high le\'el support, and role in advanced planning, was removed 
from the Support Group and made an administrative part of the Planning 
Office. Similarly, the nature and level of responsibilities of the 
Financial Services unit recommended its assignment in the Planning Office* 

The only organization units which remain to be described are 
those which were designated as distinctive collections in the case study. 
As the implementation of the basic operating organization proceeds, these 
somewhat more complex and unique libraries - the Law, Medical, Architecture, 
East Asian, and Special Collections Libraries, and the anticipated 
University Archival Collections - will be studied and broadly defined, 
applying the experience we have gained thus far. In this review and 
analysis, we will be guided but not constrained by the study report and 
the basic organization cTefinition, recognizing that these distinctive 
collections are of a character which may call for a different administra- 
tive structure. 

The organization description process afforded an opportunity for 
widespread, thoughtful consideration to be given to the role each functional 
unit would play in the context of the overall Libraries mission, and to 
what criteria might be used to measure the fulfillment of that role* The 
thoroughness and comprehensiveness of this analysis and organisation 
definition activity wore Important for several reasons. The proposed 
organization embodied some new conceptualizations of the place of the 
library in the university environment. The analysis and discussion to 
determine the new struccure provided a mechanism for each individual to 
reassess his position in the context of these new relationships and to 
realize fully the potential and significance of the changes. One of the 
primary goals of the reorganization was to provide better opportunities for 
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individuals, at their choice, to broaden their experience, take advantage 
of their diversity of interest and expertise, develop professionally, and 
consequently function more effectively and in a more personally satisfying 
oaniter. The Intense analytic and evaluative activity of the organization 
definition permitted the staff to develop an understandln« of the Libraries' 
current and evolving organizational purpose and their role In it in terms 
which could ultimately be linked to individual objectives and be toade 
meaningful in personal terms. 

Uence, the articulation of the tibrarics* reason for being and 
structure was significant for its involvement of a majority of the pro- 
fessional staff at all levels of experience and responsibility, end for 
the opportunity it afforded then to influence the direction and form of 
the organization. However, the process vms equally important for the 
organization plan which resulted. In addition to a set of operatius ^ 
relationships, it has formed the basis of a structure and procedure for % 
the ongoing planning and review of library activities on an individual 
as well as a unit basis. Tlie unit definitions are a documentary base 
for the periodic examination of goals, evaluation of progress or activity 
relative to those goals, and adjustment of resources as conditions or 
objectives change. Alons with Libraries policy, they are a set of 
general operating guidelines and a base for program planning. 

We intend to sustain at an effective level staff participation 
in operational planning and review so chat this initial effort will not 
gradually become a legendary event unrelated to the continuing service 
commitment of the Libraries. V!e hope this work was an initial experience 
in our movement toward a participative environment in which the staff 
will be more personally involved in the ultimate purpose of the Libraries 
through comprehension both of that purpose and of their role in achieving 
it. 

The case study was undertaken in part because of the dynamic 
nature of the academic and research library environment and the desire to 
laake these libraries more flexible and responsive to changing needs. 
Implicit in the results of the study and the subsequent inplementation 
effort are the climate and potential for change in the new organiKation. 
The unit definitions were prepared as a description of the organization 
at time zero. They reflect the perceptions of the study team and the 
Libraries staff at the point of completion of the study and are, not 
unexpectedly, biased In soma of their details toward familiar or tra- 
ditional operating modes. Tills is reasonable, since the Libraries will 
continue to function as libraries. This fact was evident in the defini- 
tion of their components, and it naturally imposed logical constraints on 
the structure of the new organization so that certain elements retained 
their traditional functional relationships. If there is conservative 
bias in the new structure, it is in some respects desirable. The change 
in organization and operating patterns will require changes in individual 
staff and administrative behavior. It would be unrealistic to expect 
these changes to occur abruptly, and pot?sibly counterproductive in terms 
of staff reaction and operational continuity. The changes will involve 
education, individual expioratlon of different approaches, testing of new 
personal modes, and gradual movement towards more effective ways of operat- 



Ing, The capability and desire to develop in these ways vary greatly 
among individuals, and it Is Important that everyone be able to choose 
growth patterns according to his own personal and career objectives. 

Thus, the nev organization as It has been described during 
the implementation planning is the starting point for the evolutionary 
change which the case study and restructuring were intended to permit. 
To the extent that descriptions of similar units are uniform or con- 
sistent » they reflect the consensus of the task forces. In time, the 
descriptions will evolve toward a more individual character, as each ^ 
unit*s self perception is influenced by its unique administrative or \ 
operating style and needs. The unit descriptions are working tools. * 
As we continually review the objectives and other aspects of the Libraries, 
organization and perfor^nce, validating or nodifying elements as ^als or 
academic priorities change, details of the unit definitions and even 
strttctural relationships will change. The objectives were not developed 
as 8i»eclflc, time oriented targets, but rather as broad goals nwtivatlng 
the unit or expressing its reason for being. It will be a primary purpose 
of the ongoing planning effort to translate the3e general goals into more 
directly measurable objectives and relate them more insnediately to 
performance criteria. In sonie areas there is a need for informative or 
evaluative reports to effectively monitor activities and support decision 
making. The development of appropriate reporting mechanisms will be a 
feature of the continuing implementation of the study report and unit 
descriptions. The administrative titles used in the descriptions are 
interim position descriptors intended to afford the maximum flexibility 
in designating individuals to these responsibilities. So£ie of these arc 
likely to change as the organization progresses. As the unit definitions 
evolve tot/ard more specific reflections of the organization elements they 
describe, their full value to the Libraries as a mechanism for self evalua- 
tion and improvernent should be realized. We look forward to the enhance* 
ments of our service and operations these tools are meant to bring about, 
and to the challenge of achieving then. This is the most difficult part 
of the overall effort, and the part that is about to begin. 



JEROME YAVARKOVSKY 
Assistant University 
Librarian for 
Planning 



COLUMBIA UNIVERSITY LIBRARIES 



Goals and Object ives 

Ptirpoae 

The purpose of the Columbia University Libraries is to provide 
recorded inConaation in all of the subject fields pertinent to 
University goals and needed by sttidents and the academic staff of the 
University. Further t because many specific Columbia collections are of 
national and even international importance, the libraries recognize 
a service obligation not only to the Columbia connuinity but also to certain 
scholars and students from outside the University who require for their 
research access to unique materials or specific distinctive collections. 

Role , 

The Libraries strive to fulfill the purpose by (1) identifyins and v 
acquiring (or othervise making available) library materials in all fonaats 
needed for instruction and research within the University or required to 
maintain the quality of dlstirxitJve collections, (2) dcvoloplnf, reference, 
bibllosrnphic, and other specialized library services that effectively and 
imaginatively reinforce academic objectives, (3) making resources accessible 
through the support services and facilities of central and specialized 
library units, and (4) assuring the security and condition of the collections. 

Progran Objectives 

these general statements suggest the range of specific objectives 
guldlns Colunbla's Libraries as they seek to achieve their purpose and ful- 
fill their role. Ute Libraries will: 

1. Select and acquire the information resources most needed to support 
the research and Instructional programs of Columbia. 

2. Assure continuing development of the distinctive collections that 
have been established at Columbia, thus acknowledging the obliga- 
tions inherent in custodianship of significant resources of 
regional, national and international importance. 

3. Make needed materials readily available to Columbia students and 
acad&oie staff, and others as appropriate, whether from Columbia 
collections, by purchase, or on loan from other libraries. 

4. House library collections and service activities in space that 
meets staff and user requirements, assures collection security, 
safeguards the condition of resources, and enhances operating 
performance. 

5. Maintain and, when possible. Improve the physical condition of 
materials in the collections, with special attention to protect- 
ing the unique items and distinctive collections or categories of 
materials that are an essential part of the record of humanity. 



6. Assist users In the processes of Identifying and locating 
recorded Information, understanding organization of library 
resources, and utilising library services. 



7* Develop better ways to offer library resources and to provide ^ 
additional services for users as means for Improving the 
quality of academic programs and the effectiveness of research % 
activity. ^ 

8. Maintain purposeful working relationships with academic depart- 
ments and with other offices of the University to help assure 
development of library capabilities that are consistent with 
academic objectives and University plans. 

9. Create opportunities for individual staff m^ers to define 
and achieve their career goals in the context of the general 
objectives and staffing requirements of the library. 

10. Promote and create constructive working relationships with 
other research libraries and related organizations to obtain 
access to resources and to effect development of programs of 
many kinds that would meet needs of scholars and improve per- 
formance of individual libraries in significant ways. 



COLUMBIA UNIVERSITY LIBRARIES 
COMMON ORGANIZATION DEFINITION ELEMENTS 



Objectives 

1. Enhance knowledge of library procedures and facilitate decision making 

by the aiaintenance of statistical and other departmental records* 

2. Foster effective relations between the Libraries and: students, faculty, 

researchers y suppliers, scholarly institutions, funding bodies and 
govemiaent agencies. 

3« Encourage the development and implementation of new ideas for improving 
library service. 

4. Foster high levels of notivation and staff satisfcction. 

5« Provide opportunities for staff development. 

6. Encourage the improvement of work flow procedures. 

7* Integrate tfic goals of the unit with overall library goals as well as 
with those of its supercrdinate units. 



Function f t 

1. Pcrticipate in plannlnf^ for the University Libraries. 

2. Participate in Lixe development of policies and procedures related to 

activities involving the unit. 

3. Maintain effective working relations. 

4. Maintain appropriate and accurate statistical and other departmental 

records* 

* 

5. Develop and use quantitative and qualitative measures for continual 

self-evaluation. ^ 

6. Keep areas assigned to the unit in proper and orderly condition and A 

vork with the General Services Department and Building and Grounds ^ 
to ensure that these areas and equiptnent are adequately maintained. 

7« Participate in the development and implenentation oi staff training 
programs* 



Perfoma n ce and cvciluative criteria s 
X. Staif attitudes and development 
2. Cost -effectiveness. 

3* Inte^.ratlon of the goals of the unit with other library goals. 
4* TlmellncGi;, accurccy nm! approprintcncrts of unit statistics* 
5* Effectiveness of working rclationse 

Repo rts » 

Each unit Is responi'lble for periodic reports to its parent unit and infcrma'^ 
tional reports fron the head of the unit to his/her staff* 



\ 

Administration 
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OFFICE OF THE VICE PRESIDED FOR INFORMATION 
SERVICES AND UNIVERSITY UBRARIAN 



Frincipal Adiainletratey i Vice Fresldent for Information Services and 

University Librarian. 




Farent Unit ? Office of the Executive Vice Fresldent for Academic Affairs. 

Role s To exercise general executive responsibility for planning, oreani7lng» 

staffing, directing, and controlling all Libraries, information processing 
facilities and technological aids to instruction and research within the 
University. 

Objectives 

1. Broadly foroulate and assure the Is^lementation of effective llbrary.data 

processing, and other Information based programs in support of the instruc- 
tional and research activities of the University. 

2« Assure the effective use of material and staff resources in the achievement 
of academic information service objectives. 

3. Assure the responsible application of fiscal resources available for informa- 
tion services. 

A. Sustain and enhance the level of excellence of the University's information 
resources. 

5. Obtain intellectual and material support from sources outside the University. 

6. Establish effective working relationships within the University and with out- 

side institutions. 

Functions 

1. Organise, control and evaluate activities directed toward satisfying the 

acad^c information needs of the University. 

2. Designate all subordinate officers and assistants. 

3. Establish policies, operating priorities, and rules in support of information 

service activities. 

4. Give continuous study to the needs and conditions of University academic 

information resources. 

5. Exercise stewardship over all property of Information Services cwaponents. 

6. Represent the University In all matters pertaining to library and information 

processing resources. 

7. Implement University Sta* ites relating to the subordinate units of the Office. 

Key WorklnjT Relatlorghifis 

1. Executive off Ice's of the University. 

2. University-wide standing consolttees. 

3. Other academic Institutions, government agencies, professional groups, and 

funding agencies. 
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Reports 

luforaatioa ropovcs co the University eomtuunity» University executive off ieec, 
and various professional* acadeoie* and government organisations. 

pgrfomance and Evaluative Criteria 

!• Quality and growth of acadeaiic infortaation resources and services. 

2« Responsiveness to University academic plans and activities* 

3, User and staff satisfaction. 

4* Perfotisance vitliin budget aUocations and iocoae. 

5. Effectiveness of stewardship over University property. 

6. Level of outside esteem and support. 
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PERSONNEL OFFICE 



Principal Administrator i Assistant University Librarian for Personnel 

Par€:nt Unit : Office of the Vice President for Information Services and 

University Librarian 

Role ; To coordinate the recruiting, hiring, training and developneot of. the 
staff of the Libraries. 

Oblcctivcs 

1. llocruit* hire and allocate the human resources of the Libraries properly 
and effectively. 

Z* Develop, within the frstneworlc of the Trustee's allocation, an equitable 
and realistic compensation schedule. 

3. Improve library service and operations through the application of sound 

personnel policies and training programs. 

4. Collect and organise data pertaining to the human resources of the Llbrarios, 

and use these to help attain the Libraries' objectives. 

Function s 

1. Recruit, hire, and place staff for the Libraries. 

2. Participate in University manpower planning. 

3. Formulate manpower plans for the University Libraries, In conf^ultation 

with the Libraries Planning Office, and subsilt then to the Vice President 
for Information Services and University Librarian. 

4. Recommend and implement rcrsomiel policies within the Libraries. 

5. Recommend, implement and coordinate staff development plans and training 

programs for the Libraries professional and supporting staffs, emphasiz- 
ing progress toward personal performance and career goals. 

6. Provide staff assistance to the Staff Development Committee. 

7. Develop and administer a regular program of individual ctaff development 

to assist staff members in defining career objectives and delineating 
courses of action through training and experience, which will lead to 
achieving those goals. 

Administer personnel activities. 

9« Kalntaln effective working relationships with unions representing Libraries 
staff. 

10. Represent the University Personnel Offlcf: within the Llbrarlee. 

11. Act as a clearinghouse for all information relating to employees ef the 

Libraries from sources within and outside the University. 

12. Adir.ini9ter and control the Libraries payroll. 
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Key Worktnn Rclatlonr.Mpa 

1. Unlvctsity Persscnnci Of lice 

2. PlanuttiR OCfico' 

3. Vartoan orncnizatl.^nal cotrponcnts of the Libraries in taatters pcrtainiitft to 

the htituin resources of tttc Libraries* 

4. Alt unions having reXatlonshlps with tho Libraries. 

Reports 

Personnel reports, relating to the Libraries, to govemi&entaX agencies, education- 
al associations, and other orn'inisaclons of a like nature. 

Perforn a nrR and Kvalu n tive C rifc ri.i 

1. AvailabiHty nn<i re liability o£ accurate personnel data. 

2. Succcsn^ul recruiting, practices aod procedures. 

3. RelatioushXpa with unions. 

4. Validity ani ufieCuXncss of sstaff dcvelopa^ent progratns* 

5. Ability to anticipate end itiinil the fsunpover requirements of the Libraries. 

6. Satisfactorily serviclnR the rtquireaents of the University Personnel Office. 

7. Accurate adainiatrfitlon and control of the Libraries pasrroll. 
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FUNNING OFFICE 



Principal Administrator : Assistant University Librarian for Platsniog. 

Parent Unlt t Office of the Vice President for Znfonaation Services and 

University Librarian 

Soles To initiate and coordinate the planning of University library and 
information services. 

Object ives 

1. Provide a direction and framework for library and infonsatlosi service 

operations which will guide decision making and problem solving. 

2. Improve library service, operations and fiscal contirol through the appli- 

caticn of computer technolosy ond otanaccment science to library proce* 
dures. 

3. Ensure the rational and effective develoi>inent of infon&atlon services 

and resources in the context of University academic planninR. 

4. Permit the aatlcipstion of future resource needs for Information scwlces 

by establishing plans based on present decisions. 

5. Brinj: the skills atid experience of University and Libraries staff nen*er8 

into the planning process. 

Punctions 

1. Initiate » coordinate, control and assist information services planning 

activities and the Implementation of plans. 

2. Coordinate the Libraries budget preparation, analysis and monitoring. 

3. Provide a mechanism for the rcp.ular review of library services and opera* 

tlons and for their appropriate wodif ication. 

4. Bring tools of nanagtnttent and information science to bear on library 

problems and service opportunities. 

5. Provide information concerning t!ie progress of planning to management 

and staff. 

6. Coordinate the development of Libraries policy. 

7. Partlcipafe in University planning related to information services. 

8. Participate in regional and national planning concerned with library and 

info nr.'i Lion services. 

9. Prepare reports and applications for grnnta for government and funding 

agenci«'S, 

10. Gather, orRnniy.e and provide data for reports, questionnaires, etc. both for 

internal use anu in response to outside agencies, and coordinate these 
activities throunhoot the library system. 
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Key U^cr t tiv;. nplnMn tv^h Tpa 

1. OrgaulKation.tl units represented as intecral coaponcnts of the Libraries 
buupet. 

2* Office of the Vice PEcsident for Infornaclon Services and University 

3, Othoi- offices and acaderoic departn^cnts of the University. ^ 



% 



Re port s 

1» P.Vnniii|3 rnJ litplcnicntatlon reports to Libraries xnanngement and staff. 
2/ Qu;» -tcrly reports ou prof?rcr<5 to Council oa Library Resources. 
3# Budget reports to senior iuan.3Rement# 

Per f on -a ! ?co^ and Evn l^ 

!• Adherence to pinnnmn and bvdi^eting delivery schedules* 

2^ Contribution to llUrary servir-e and operations* 

3t Tivicliac-s?.s of policy nr^nual^:. 

4» Scope of Htaff participation in plannirg* 

5* Cohc?if:ion of Univerr;itv Libraries plans. 

6. Effectiveness oC Libraries representation pertaining to regional and national 

planning. 

7. Timeliness of xcpaiTto and applications to government and funding agencies. 
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FlNAf.'CIAL SERVICES OFFICE 



Principal Adraln-f '•t rntor: Head, Financial Services Office* 
Parent Unic t Planning Office 

R<>l< *t Tc :nonitor and coordinate all financial functions relating to the 
Libraries* 

Objoc t Ives • 

1. Iiupicove the oparationo of all library units relying on the Financial Services 

Office by providing efficient Ecrvlc? and by part Iclfjat lug in the cstablish- 
taent of accounting policies and practices which furthex' i$itch servi 

2, Contribute to sound flnanceit by controlling library Accounts in coordination 

with those responsible for the receipt and expenditure of funds anri or 
preparing and taonitoring financial reports* 

3* F^nhancc library operations and services by coordinating all library accounts 
with other University offices. 

4. Enhance knowledge of library procedures and facilitate decision naklntA by 

participrtlon in gathering and organizing internal and cHtra-llbr.iry data. 

5. Facilitate budget preparation by advising the Planning Office and others on 

financial natters. 

6« Pro2iote good public relations and cnhnnce library operation;? by maintaining 

effective working relations with outside agencies, businesses And Individuals. 

Funct^on fl 

1* Assist In the fommlation of financial policies and the Isnpletnentatlon of 
financial procedures* 

2. Assist In the preparation of the budget by advising the Planning Office and 

others on financial natters. 

3. Maintain complete and accurate records of all library accounts. 

4. Control library accounts in coordination with those responsible for the 

receipt and expenditure of funds. 

5* Prepare and monitor financial reports* 

6. Maintain clofre relationships with other University offices and in particular 

the Controller's Office. 

7* Consult with and advise staff members dependent upon the Financial Services 
Office about policies, procedures and the status of their accounts. 




Ke y Working , Rglation s htps 

1. Works closely vith Personnel and PJanning Offices and In addition with the 

Resources Group and the General Services Dcp.irtraent. 

2. Has cloaQ llaloon with the Controller's Office, the Budget Office, the Office 

of Projects and Grants, and other Uulveislty offices whcie neccs&^iry. 
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Report 3 

Regular tinancial reports tot 

a. University Librarian 

b. Library units directly involved with the receipt and expenditure of 

funds* 
Periodic reports to; 

a. Other library units 

b. Othor University Offices 

Performance and evaluative criteria 

1. Accuracy of financial records 

2. Availability of financial records. 

3. Timeliness .of reports, 

4. Effectiveness of accounting procedures and financial judgments, 

5. Succcsr.ful integration of the goals of the Financial Services Office with 

othfcr library goals. 

6. Satisfaction of other library units relying on the Financial Services Office. 
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SYSTEMS OFFICE 



Principal Adrolnlstrator ; Head, Systems Office 
Parent Unit s Planning Office. 

Role: To iipply systeios analysis and computer technology to the development, 
implementation, and maintenance of ] ibrary systems. 

Objectives 

1. Develop tools to Improve service and facilitate access to collections. 

2. Improve management application and control of resources by developing 

reports based on library operations. 

1. Increase accuracy in processing and maintaining operating information. 

4. Reduce costs and Improve availability of materials by improving operating 

techniques. 

5. Enhance the intellectual effort of the professional staff by simplifying 

procedures and eliminating unnecessary or duplicate work. 

6« Reduce the labor of clerical operations by automating the data entry, file 
handling^ and report generating functions. 

7. Permit the processing of an increased volume of operational data tfhich may 

not be processed effectively othen^se. 

8. Develop new services based on data in machine readable fom. 

9. Contribute to the advancement of the library community by sharing systems 

documentation and 4ata. 

Functions 

1. Design, code, test, and install computer based library systems. 

2. Perform cost and operations analysis of Libraries functions. 
3* Maintain and modify operational library computer systems. 

4. Develop training and operating manuals and procedures for use in library 

systems. 

5. Review the progress of hardware and software technology and recommend system 

improvements as indicated by device and program advances. 

6. Instruct Libraries staff in principles of systma analysis and data procesf^tng 

sufficient to foster effective working relationships. 

7» Communicate with other institutions engaged in library systems work so that 

there is a mutual contribution of technical expertise to development efforts 

Reports 

Mkmthly reports to the Assistant Director for Planning, describing Systems Office 
activities. 
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Regular reports to the Libraries staff coRcernins the progress of study, develop- 
ment and impl^entation. 
Critical incident reports to the Computer Center staff as appropriate. 

Key Wo r kint^ Relationships 

1. Libraries :aanai;;eiaent, professional staff, and supporting staff. 
2« Data Control Department. 

3« tJttlversity administration, Computei* Center senior ^tuiif, and Administrative 
Data Processing staff. 

Performance and Evaluative Criteria 

1. Adherence to development and implementation targets. 

2. Improved service or operations as a result of System Office efforts. 

3. Effective use of computer resources. 

4. Improved managesffiat control as a result of Systeo» Office efforts. 
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LIBRARY RESOURCES GROUP 



Principal Administrator t Dlreetor« Library Resources Group 

Parent Unit ? Office of the Vice President for Xnfonaation Services And 

University Librarian. 

Role ; To develop library collections suited to Colunbia's needs; to organize 
them for effective use; to provide intellectual access to then 
through bibliographic devices t reference service* and instructional 
activities. 

Oblcctlves 

1. Stro0f.then Columbia's national and vorld position as a sholarly institution. 

2. Build resources to support actual inetructlonal activities of ^e university* 

frequently short tena» expendable, flexible. 

3. Build resources to support the present and future research needs of the 

university, prin^arily long-tenB, pera>anent» balanced. 

4. Build resources to support woflffliitiaents to regional and national resource 

plans. 

5. Organise the collections for nost effective use. 

6. Preserve the collections. 

7. Kake resources available for use by the aid of specialized staff. 

8. Create and nalntain a bibliographic control apparatus which permits the 

full use of the library's resources in the nost econoaical and efficient 
iDanner. 

9« Create and oaintain bibliosraphie devices which will peniit the utilisation 
of nonHColumbia resources. 

Functions 

1. Participate in planning use of computer technology in the libraries. 

2. Recommend basic allocations for resources activities. 

3. Control budgets for funds allocated to the Resources Group. 

4. Exercise over-all control over resource expenditures through the library 

system. 

5. Establish and enforce policy for collection development* including 

purchases, gifts, exchanges, documents, etc. 

6. Plan and carry out programs and services of collection development. 

7. Secure appropriate resources by identifying materials needed in develop- 

ing the collections. 

8. Monitor acquisitions policies of all units within the library system. 
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9. Solidc a»d coordinate aubjeec kAovledge of service center personnel in 
collection development. 

10« Participate in decisions for location o£ collections. 

11. Establish and enforce policies regarding preservation of library resources. 

12. Flan and carry out programs of collection preservation. 

13. Identify toaterials that require preservation decisions in teros of binding, 

filffilnSt special care, reprinting, or other naintenance activities* 

14. Participate in decisions relating to the organisation of the collections. 

15. Establish and enforce policy of bibliographic control, systeo-wlde. 

16. Originate and update bibliographic records for monographs, serials, 

documents, and non-book materials. 

17. Kalntaln quality control of the existing and nevly created bibliographic 

records, both central and departmental, by catalog editing and by aid 
to service center personnel. 

18. Participate in providing in-depth reference assistance. 

19. Provide professional assistance to faculty members and researchers. 

20. Coordinate the utilization of library personnel for reference service* 

system-wide. 

21. Relate library resources to Instructional programs by working In planning 

projects, developing curricula, and making presentations in classrooms. 

22. Instruct students, researchers and faculty in the use of the library 

resources and their relation to research methods. 

23. Plan, develop, and operate current awareness activities. 

24. Train and revise professional and clerical staff in resource-^related 

activities. 

Key WorklnR Relationships 

!• Library units in Support Group. 

2. Library units in Services Group. 

3. Distinctive Collections. 

4. Faculty, researchers, students. 

5. Libraries and other organisations involved in regional and national resource 

planning. 

6. Planning Office. 

R eports 

Each unit is responsible for periodic reports to its parent unit and informational 
reports from the head of the unit to his/her staff. 

Performance and evaluative criteria 

1. Production of satisfactory bibliographic control devices. 

2. Growth, development, and preservation of collections according to plans. 
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Principal Adainiatrator ? Head, Resource Utillssation Office 
Parent Unit ; Llbiary Resources Group 

Rolct To plan, dcnlpn, devalop, and coordinate prograns and activities to 
apply the library' resources of the University to the Information 
needs of the academic coinniiinltyt^ 

Objo; ttvcfi 

X. 1 j:pr,nd the reference cap;!clty of the Libraries through progranic that bring 
specialized library resources and services to students and academic staff* 

2. Relate libiaty resoorc^^s to University Instructional and research activities 

throvip.h cuf.cational programs dirc'Cted toward the effective: use of the 
Libraries' resources* 

3. ProiTJtc the provision of direct a;;s:istance to stitdents and acadetnlc staff 

thro;i.^!j fn-a.iiJth rere: cncc work applied to specific research and 
insjtructic.iai proJectii» 

A. Incrcise thf* af f ectlveness of reference service by coordinating the 

utlliaation of Jlorary personnci for in-depth references service system 
vide. 

5. Dav<»lop the capability ^inoan students and aci^ucmlc staff to nake effective 

use of lihi:ary resource's in gf^niiral. 

« 

6. Increase the avarcncss of blbXiographic t iols and research techniques antong 

students and academic staff* 

7* Increase the familiarity of students with Columbians library collections* 

8. Aid students and staff in a systematic way to t;eep up with the literature 
in their fields of interest. 

9* Allow faculty to receive regularly taaterlals of potential value in their 
Instructional work. • 

Functions 

1* Initiate and coordinate the deslsn* development and Ifsplementatlon of 
Libraries resource and In-depth reference programs. 

2. Coordinate the utilization of library personnel for ln*depth reference 

service » system-wide. 

3. Kelp members of the academic community to take maximum advantage of library 

resources in satisfying their research needs by providing educational 
programs and individualised assistance based on the specialised subject 
and collection knowledge of the Libraries* professional staff. 

4* Develop programs and materials to Inform students and academic staff of 
available Columbia library resources. 

5. Develop curricula to teach library research techniques and the use of 
bibliographic tools. 

o 
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6. Coordinate and publicize lustruccional proj^raiBs eondueced by Libraries 

staff wXtltla Unlvt^rsity courses* 

« 

7. Develop and adtalnlster training for librarians partldpatixig in resource 

utilization programs. 

&• Oeterralne library instructional needs and plan programs to satisfy them. 
9* Develop vvqv gulden and self-ins tract tonal materials to aid library patrons. 

10. Coordinate library Infonsation sessions and escourted tours of library 

facilities. 

11. Develop literature citation, tabla of contents, selective dlssemlnatlont 

and other current services for students end academic staff. 

32. Determine current-avareness service needs and plan programs to satisfy them. 

13. Review Bervlccs available froio outside sources and assess their applicability 

In the Coli;u:;bia environment. 

14. Participate In the dovelcr-^cnt of computer* based literature control systeias 

in tha Libraries Systeius Office. 

15. Act as liaison vlth outside agencies providlnR spccinllzed Informnclon 

servici i:; to students and academic staff. 

Ke;£.J^E!iil!?J!?£l^l2HM.t!£ 

1. KcDoujtcu DcveiopTiicac liivisiou ai»d Service Center reference personnel. 

2. Dlstlncrtive collcctlcna. 

3. Faculty, researchers, students. 
A. Planninj^ Office. 

5. Oittside i:irorcuttion servir.n organisations. 

Rcportro 

1. Annual and periodic reports to ttie Associate University Librarian for Resources. 

2. Periodic reports to Service Center Diiectors and the Associate University 

Librari£)n for Services. 

3. Reports to appropriate faculty members, including department chairmen and deans. 

Performance end Evaluative Criteria 

1. User satisfaction. 

2. Number of users served. 

3. Effectiveness of programs and materials. 

4. Variety and number of programs developed and implemented. 

NOTES 

1. These programs woulH include current awareness, library Instruction in specif ie 
disciplines, consultations « blhlicgraphy ncneration, data-^base services, 
and other types of in-slepth reference vork* The services themselves are 
administered within the Services Group. 
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RESOURCE DEViaOPMENr DIVISION 

* 

Principal A<tTnjnt8trator s Chiefs Resource Developtncnt Division 
Parent tlnli: : Resources Group 

Role: To develop llbrn^y collections* satisfying the demands made upon the 

Colur.:bia Un5vr:r;3ity Libraries; to provide specialized bibliographic # 
re£e^vn?c^ and support cervices. 



ObjC;Ct<vca 

1. BriHij together subject and arcvi-orientcd professional librarian skills and 
diract th£tn tov^ird the development of the sophisticated infomatlon 
rcsouvccs required by the academic conupunlty* 

2» Devtilop collection policy sjupporting actual instructional activities 

(inclutlinr, rcftioTinl and area studies) nnd present and future research 
needs of the Univciaity^ 

3» Make rci'tources available for use with the aid of specialized staff • 

4. Particiivtte in cooperative renrurce buiJt^ing and infomntion retrieval 

projcctiJ on r regional and national levels. 

5. Build rcDourccs to rnpport coruiltxa^nts to regional and national resource pirns. 

6. Preserve the collecLiono* 

7. Support the process of collecticn developntent through the proper acquisition 

of materials for which specialized languaj^c abilities are necessary. 

8» Improve bibXiocraphic control over materlAls in special lani:;uages by maintain^ 
Ing roconls before pernanftnt blblio«rnnV,<c control is achieved and by 
particl]Mtinf; in the efficient production and maintenance of permanent 
bibliographic records. 

9. Encourage the development of niachine^based retrieval systems* 
Fimctlona 

1. Participate in planning for the Resources Group. 

2. RecoTnmeml* preparf* and monitor budgets for Che operation of the division. 

3. Reconimcnd policy for eolXoetion development. 

4. Plan and carry out programs and services of collection policy. 

5. Identify nmterials needed in developing the collections. 

6. Solicit and coordinate subject knowlcdne of service center personnel in 

collection lievelopncrit. 

7. Reeoiflmend policies and identify materials that require preservation decisions. 

8« Participate in providing reference assistance, including preparation of 
biblionraphlcs and instructional aids for faculty and students. 
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9. Maiutdln close relnt ionsltlp with faculty, researchers mid students In 
planning rosourec development. 

3.0. Acquire: nacerial in specified languases through purchase* exchange and 
receipt of gifts. 

XI, ffaintain nnd snake accessible records of the acquisition and processing of 
specified languap^c natcrials. 

12. Perform n31 types of bibliographic searchinn v?here special language skills 

are required. 

13. Participate: in the production of bibliographic control records of specified 

lanr.w^C'^ naterialn. 

14. Particlpnic! in maint.iJninn the gRnnral caid catalor^s and central shelf lists 

cr» rc'iu '.stcJ; anJ conjuunicate changes to those in ch.irpe of the depart- 
v.eii tul Cii taicf.s • 

15. Particivite iti f.^thr^rin^., orf.anlsins r.«d providing data for reports, 

t|uui'.tio.»nalres, eic.»both for itit^rnal ulc and in I'er.ponse to outside 

16. PrcA'ldo professional a.'isistancc in the development of machincbased retrieval 

svfitcns. 

17. Keep nbrtcir.t of research and other activities in pertinent subject fields and 

peoftraphic areas, Includinp participation in appropriate organizations. 

Kr>y W or kint: Rolationsh xpn 

1. Llbiary units in Service and Support Groups. 

2. Distinctivti Collect ioas. 

3. Faculty, rfrcarchers, students. 
A, Bibliographic Control Division. 
5. Planning Office. 

Reports 

Annual and periodic reports to tho Associate Librarian for Resources. 

P,erf onfa^ ^ce and Eva lu ative Criteria : 

1. Growth, deve}opnent, and preservation of collections according to plans. 

2. Acadetiic co;ununity'8 satisfaction with availability of materials needed. 

3. Accuracy of records produced. 
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BlPLIOniiArUlC CONTaOl. DIVISION 



Princtpal Administrator ; Chief » Bibliographic Control Division 
Parent Unit : Library Resources Group 

Role : To provide organization and bibliographic control of the library's 
resourct^s. 

Objoctlvca 

1. CrcJice and oalnfain a bibliographic control apparatus which permits the 

full use. of the Libraries* resources in the r^ost econonical and effi- 
cient inanncr. 

2. EstAblioh policies and standards for bibliographic control for all units 

vithin tha library syf^twn, 

3. Maintain consistency of bibliographic records. 

4. provide policy r.uidance on bibliographic control to the Support and 

Ser\'ices Grcupa as nfirded/ 

5. A3ai<;t in maiutaininr. process control over IteJiis received until fomal 

bibliograpulc control is achieved. 

6. Identify and process the nost-needed materials as quickly as possible. 
Functio ns 

1. Bstrrbiish.and enforce policy of bibliographic control* system-wide. 

2. Originate bibliographic records for laonographst serials* documentst and 

non-book materials. 

3. Maintain quality control of the existing and newly created bibliographic 

records* both central and departc^cntal; by catalog editing and by aid 
(editing instruction and guidance) to service center and support 
personnel. 

4. Provide for the training and **revi8ion'* of cataloging staff. 

5. Provide professional assistance on bibliographic loatters to faculty 

fsembers* researchers* and other library users. 

6. Participate in planning uses of computer technology in the libraries. 

7. Asaist in budget preparation for the operation of the Bibliographic Control 

Division. 

8. Participate in decisions relating to the organization of the collections* 

9. Assirt in thp designation of priorities for cataloging materials in order 

to forward the loust needed materials as quickly as possible to their 
destinations. 

Key Wor ki ng Relationships 

1, Library units in Support Croup. 

2* . Library units in Services Group 
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3* utlipr units in Resources Croup 

4. Distinctive ColliiCtions. 

5* Faculty f researchers » graduate students. 

6. Library of Congress. 

7. Oth«r academic And research libraries (bibllo&raphic control units). 

8. Syj;tcin3 Oi^.lci* 

9. Planning Office 

10. Serials and documents acquisition staff. 
Repor t 0 

1. Pv»riodlc reports to the Associate University Librarian for Resources. 

2. Uoports to the Libraries' staff conccrnins new policies and pr >;^eduros. 

3. Statistical ri>pori:s as nirded to: 

a. Units of the library. 

b. Plf niiir; and systctns offices. 

c. 0rf;ani?:ation3 outijlde the university. 

4. Reports by t!t:i Dlr^^-ctor of Blblio&rnphic Control to the staff of the 

Division on tn;tLters of coimon Interest. 

Perforr "tncQ nnd rvaliiat lve C riteria 

1. I'f fcccivt^ncss o't the bibliographic records in providing needed Infonnation 

to their ur-orf5, 

2. Acorary of reciords, including close conformity with Library of Congress 

practices r.nti established rules of cataloging, 

3. ti"- vc-quXtcd to provide bibliographic control over nuBiterlals received in 

Cho. Division. 

4. Unit cost of providing bibliographic control. 
5« Quaatity of blblioq:raphic records produced. 
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Principal Administrator ; Catalog Editor 
garent Unit : Bibliographic Control Division 

.Bole : To solve probleris and conflicts in the bibliographic records whose 
solutions are not otherwise pro/lded for, 

Ob.loctivftfl 

!• Xtapcove ths effectiveness of the bibliographic records. 

2. Relieve other catalosing units of bibliographic activities not suitable or 

proper to then. 

2 

3. Provide nuidance to the Catalog Maintenance Unit. 
FunctioRS 

1. Kcsolve problems and conflict in the bibliographic records which are not the 

responsibility of others* including providing direction for changes* etc. 

2. Participate in resolving problems involving the union catalog which arise 

during the filing process. 

3. Provide aystesiatic revision of the catalogs. 

4* Participate in the upkeep of the bibliographic records in all units. 

5. Coordinate authority work and participate in the control of the authority files. 

6. Participate in establishing cataloging policy. 

7. Participate in establishtnent of government nasse foras. 
Key Worfcinj* Rolationshtpg 

1. Units in the Bibliographic Control Division. 

2. Catalog Maintenance Unit. 

3. Documents Acquisitions. , 

4. Service Units with bibliographic records. 

Reports 

Statistical and narrative reports as required, 

Perforctflnce a n d Evaluative Criteria 

1. Inprovepent in the bibliographic records. 

2« Currency in resolving reported conflicts. 

3. Greater efficiency of other cataloging units. . 
Notes 

1. Catalog editing is here defined j>s the work involving the intellectual aspects 

of probioins and conflicts in the catalogs. It includes areas that are not 
the responsibility of any one cataloger or unit. It does not Include the 
nechanical aspects of the necessary adjustments. It does not Include monitor- 
ing catalogers* output. 

2. This Is intended to cover bibliographic matters* not administration. 

o 
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CA7AL0GIKC WITH COPY DBPARTHSNT 

Principal Administrator ; Head, Cataloging with Copy Department 
Parent ttnit ; Bibliographic Control Division 

Bole ; To provide organlssatlon and bibliographic control over loonographs for 
t4kich cataloging copy is available. 

■Obje c tives 

1. improve the collection by identifying and processing the most needed nateriaXa 
as quickly as possible. 

2* Facilitate research and use of the collections by providing and maintaining 
accurate and consistent bibliographic records for monographs which have 
available cataloging copy. 

3« Participate in creating and maintaining a system-vide bibliographic control . 
apparatus in the taost ecommical and efficient manner. 

4. Participate in the creation and Implementation of policies and standards for! 
blbllographie control. 

5* Improve bibliographic control by maintaining process control over items 
received until formal bibliographic control Is achieved. 

Functions 

1. Participate in establishing and enfurclng policy of bibliographic control, 

systcm-vlde. 

2. Catalog and classify monographs, including documents, for which copy is 

available, such as; 

a. With LC depository card or proof slip (item new to Columbia University 

Libraries) 

b. yi'^n General Catalog main card (item for different department) 

e* WAth LC information available other than the above (Temporary slips, 
NUC, MARC and CIP) 

3* Cooperate with Documents Acquisitions In establishing government tiame forms. 

4. Maintain quality control of the existing and newly created bibliographic 

records, both central and departmental by catalog editing, cooperation with 
Catalog Editor and by aid to Service and Support personnel. 

5. Originate additional bibliographic records (i.e. history cards and other 

authority v*ork as needed) both central and departmental. 

6. Perform auxiliary cataloging duties necessary for Cataloging with Copy such 

as; searching as needed in lanp.uagea with non-Roman alphabets, shelflistlng, 
preparation of books for further processing. 

7. Perform monographic transfers, replacements, and the adding of copies. 

8. Update bibliographic .coords for monographic seta in union catalog and to 

notify dc-partments .^f appropriate additions to their records. 

9. Sort inc«?aiing bibliOi!raphlc items for the section into established priorities. 
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Provide for the training and revision of the professional and clerical 
staff of the Cataloging with Copy Department. >^ 



11. Participate in planning uses of computer technology for bibliographic 

control. 

12. Edit cataloging copy for machine input into COK^RC system. 

13. Participate in decisions relating to the organization of the collections. 

14. Assist in designation of priorities for cataloging materials in order to 

forvard the inost needed materials as quickly as possible to their 
destinations. 

15. .ssist in budget preparation for the operation of the Bibliographic Control 
Division. 

16. Help provide professional assistance on bibliographic matters to faculty 

members, rnsoardie.rst and other library users. 

17. Participate in national reporting activities for monographs vith available 

copy. 

Key VJorl Inp rft l.itionahlns 

1. Otbct units in Resources Croup. 

2. Library Units in Support Group. 

3. Libzary Units in Services Group. 

4. Library of Concress. 

5. Systesfs Office. 

6. Planning Office. 

7. Distinctive Collections. 



Reports 

1. Periodic reports to the Director of the Bibliographic Control Division. 

2. Periodic rrports by the Head of the Cataloging with Copy Department to the 

staff of the Department of new policies and procedures* and matters of 
common interest. 

3. Reports by the staff of the Cataloging with Copy Department to the Head of 

the Department. 

4. Statistical reports by Individual staff meinbers to the Read of Cataloging with 

Copy Department as required. 

5. Statistical reports by the Head of Cataloging with Copy Department to the 

Director of the Bibliographic Control Division. 

Performance and Evaluative Criteria 

1. Effectivensss of tlic bibliographic records in providing needed information to 

their users. 

2. Accuracy of records » including dose conformity with Library of Congress 

practices and established rules of cataloging. 

3. Time required to provide bibliographic control over materials received in the 

Department. 

4* Quantity of bibliographic records produced. 
Note 

!• Unless otherwise specified, "monographs" includes document and non-book 

materials, but excludes materials for the Law, Medical, stid Music Libraries, 
and those in Asiatic vernacular languages. 
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LAW CAtALOGZKG DISPARTMm * 

Principal Admlntstrator ; Head, taw Cataloging Department 
Parent Uni t: Bibliographic Control Division 

Rele : To provide organizatica and bibliographic control of the Law Library's 
resources. 

Object Ives 

1. Create and loaintaln a bibliographic control apparatus which penults the full 

use of the Law Library's resources in the most economical and efficient 
sinner • 

2. Participate In the establishment of policies and standards for bibliographic 

control for the Law Library. 

3. Participate in maintaining the consistency of blblix»graphic records. 

4. Assist in maintaining procc.ss control over item received until formal biblio- 

graphic control Is achieved. 

5. Identify and process the most-needed materials as quickly as possible. 
Ftmctlors 

1« Participate In the establ ish:sent and enforcement of bf^Xlographic control, in 
the Law Library catalos and in the union catalog. 

2. Provide cataloging;, original and with available copy* for the following Law 

Library materials^: monographs, aerials, and non-book materials* 

3. Perform auxiliary cataloging duties for the Law Library, such as: searching* 

shelf lis ting, withdrawing, updating. 

4. Provide additional bibliographic apparatus such as history and authority work 

as required. 

5. Kelp maintain quality control of the existing and newly created bibliographic 

records* in both the Law Library and the union catalog. 

6* Provide for the training of its own staff* Including revision, continuing 
training* and refresher work in new procedures and practices as needed. 

7* Help provide professional assistance on bibliographic matters to faculty 
members, researchers* and other library users* 

8* Participate in planning uses of computer technology in the libraries. 

9* Assist in budget preparation for the operation of the Bibliographic Control 
Division. 

10. Participate in. decisions relating to the organization and preservation of 
the Law Library's collections* 

11* Assist in the designation of priorities for cataloging materials for the 
Law Library* 
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12. Farticipate la national reporting activities for naterials in the Lav Library. 
K«y Working Relationships 

1. Other units in Bibliographic Control Division. 

2. Other units in Resources Group. 
y» Card production unit. 

4* Resource personnel in LaW' Library and in service centers. 

5. Faculty, researchers » graduate studesits. 

6. Systems Office. 

7. Library of Congress 

Reports 

1.. Statistical reports by Individual catalogers to chief Lav Cataloger. 

2. Statistical reports by chief law cataloger to the Director of Bibliographic 

Control. 

3. Annual reports by chief law cataloger to head of Law Library. 

4. Reports by chief law cataloger to the staff of the department concerning 

new policies and procedures* and other matters of concaton interest. 

Pgrformance ftnd Evaluative Criteria 

TI Effect ivrn^iss of the bibliographic records in providing needed information 
to their users. 

2. Accuracy of records, including close conformity with Library of Congress 

practice and established rules of cataloging. 

3. Time required to provide bibliographic control over materials received by 

law catalogers. 

4. Quantity of bibliographic records produced. 

5. Quantity of materials processed and achievement of currency. 

Notes 

1. All materials* including documents. 
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MEDICAL CATALOGING DEPARTMENT 



Ptfittcipal Administrator ! Head» Medical Cataloging Dopartment 
Parent Unit ; Bibliographic Control Division 

ftolet To provide organisation and bibliographic control of the Medical Library's 
resources* 

Obleetives 

1. Create and maintain a bibliographic control apparatus which permits the full 
use of the Medical Library's resources in the most econoi3ical and efficient 
manner. 



__2< Participate in the establishment of policies and standards for bibliographic 
control for the Medical Library. 

3. Participate in maintaining the consistency of bibliographic records • 

4. Assist in maintaining process control over items received until formal biblio- 

graphic control is achieved.* 

5* Identify and process the most-'needed materials as quickly as possible. 
Functions 

1. Participate in the establishment and enforcement of bibliographic control. In 
the Medical Library catalog and in the union catalog. 

2* Provide cataloging, original and vith available copy, for the following Medical 
Library materials monographs, serials, and non-book materials^ 

3. Perform auxiliary cataloging duties for the Medical Library, such aot searching, 

shelf listing, withdrawing, updating. 

4. Provide additional bibliographic apparatus such as history and authority work 

S8 required. 

5. Help maintain quality control of the existing and newly created bibliographic 

records in both the Medical Library and the union catalog. 

6* Provide for the training of its own staff, including revision, continuing 
training, and refresher work in new procedures and practices as needed. 

7. Help provide professional assistance on bibliographic matters to faculty 

members, researchers, and other library users. 

8. Participate in planning uses of computer technology in the libraries. 

' 9. Assist in budget preparation for the operation of the Bibliographic Control 
Division. 

10. Participate in 'decisions relating to the organisation and preservation of 
the Medical Library's collections. 

U. Assist in the designation of priorities for cataloging oaterials for the 
Medical Library. 
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12. Participate In national reporting activities for materials in the Medical 
Library. 

Key Working Relationshlpa 

1. Other units in lJiblicr,raphlc Control Division. 

2« Other units in Resources Group. 

3. Card production unit. 

4* Resource personnel in Medical Library and in Service Centers. 

5. Faculty » researchers, graduate students* 

6. Systesis Office. 

7. National Library of Medicine. 

Reports 

1. Statistical reports by individual catalogers to chief medical cataloger. 

2. Reports by chief laedical cataloger to the Director of Bibliographic Control. 

3. Periodic reports by chief medical cataloger to head of Medical Library. 

4. Reports by chief medical cataloger to the staff of the' Departioent concerning 

new policies and procedures, and other matters o£ comsoon interest. 

Performance and Evaluative Criteria 

1. Effectiveness of the bibliographic records In providing needed information to 

their users. 

2. Accuracy of records, including close conformity with Library of Congress 

practice and established rules of cataloging. 

3. Time required to provide bibliographic control over materials received by 

Medical catalosers. 

4. Quantity of bibliographic records produced. 

5. Quantity of materials processed and achievement of currency. 



Kotes 

1. All materials, including documents. 
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MUSIC CATALOCIKG DEPARirfENT 

» 

Principal Administrator: Head, Muaic Cataloging Department 
Parent Unit ; Bibliographic Control Division 

Role : To provide organization and bibliographic control of materiala for the 
Music Library. 

Object Ives 

1» Create and cmlntaln a bibliographic control apparatus which permits the full 
use of the Music Library's resources in the most economical and efficient 
manner* 

2. Participate in the establishment of policies and standards for bibliographic 

control for the Music Library. 

3* Participate in maintaining the consistency of bibliographic records. 

4. Assist in laaintainlng process control over items received in the Music Library 
until formal bibliographic control is achieved. 

3. Identify and process the most needed materials as quickly as possible* 
Functions 

1. Participate in the establlshacnt and enforcement of bibliographic control, in 

the Music Library catalog and in the imlon catalog. 

2. Provide cataloging, original and with available copy for the following Music 

Library materials: Monographs and serials » doctiraenls* music scores and 
librettos » microfilm and microcards, Columbia University MA essays and 
doctoral dissertations* phonorecords, and phonotapes in all languages 
except oriental* 

3. Perform auxiliary cataloging duties for the Music Library, such asi searching* 

shelflisting, withdrawing, updating. 

4. Provide additional bibliographic apparatus such as history and authority work 

as required. 

5. Help maintain quality control of the existing and newly created bibliographic 

records, in both the Music Library and the union catalog. 

6. Provide for the training of its own staff, including revision, continuing 

training, and refresher work in new procedures and practices as needed. 

7. Uelp provide professional assistance on bibliographic matters to faculty matters, 

researchers, and other library users. 

8. Participate in planning uses of computer technology in the libraries. 

9. Assist in budget preparation for the operation of the Bibliographic Control 

Division. 

10. Participate in decisions relating to the organisation and preservation of tha 

Music Library's collection. 
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11. Aiilat iu tha ^o'Ji'xna'^iQn of priovitlca for cataloglns natorials for the 

12. Participate in national reporting activities for loatcrials in the Mmsic 

Library. 

13. r.f:>art for ir.ono '.r.iphic sats and ssarinla to tha Originnl Monosraphic 

Cat.'aoi'.ln:4 anJ Sc^rlalii Cucalogins Dapartraanta. 

14. A38i»t tha I'MdLc Librarian In providing in-depth reference nervlce of a 

r.^3;i i-rcli and biblioj^raphic nature to faculty tp.sabers, researchers, and othar 
library usars. 

1. Ibad o£ ilu3ic Library 

2. 0uh2c uaits in Kujjourccs Group. 

3. I.lhcary units in Support Croup. 

4. Library unita in Services Group, 

5. Kiculty, Uesaarchars, Graduate students. , 

6. Library of Cor.nress. \ 

R<;oT>rt£: 

1. Periodic narrativa and statistical reports as needed to: 
a- lUud of Music Library 

b. Director of Ciblic»;;raphic Control Division. 
Tvcr^arts to ilualc Libcary staff concerning new policies and new procedures. 

>\.rfori^x;Cf? ptxi tvvaTtiatiy:? Cri tor ia 

1. LJ.:. cuivaaassi ox tha bibiiosraphic records in providing needed Infomation to 

thoii uuars. 

2. Accnr.^cy '.j>f r?c:ofd3, indt'.dins closrs coafomity with Library of Copsr.-jMs 

pra;:tio-j and established rulea of cataloging. 

3. Tii'.qj rcj'iulred to provida bibliographic control over materials received by 

iivsic catalo.;t!rs. 

4. Qitnrit:1ty of biblio^riphic records produced, 

5. Quantity of {.'materials proc::3sed and achievement of currency. 
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OtaCINAL MONOGRAPHS CATALOGING mVASmtE&T 



Principal Adtntntstrator : Head, Original Monographs Cataloging Departnent 
Parent Pnlt ; Bibliographic Control Dlvlftlon 

Role ; To provide organization a^id bihliographle control of monographs as assigned. 
Objectives 

1. Participate in the creation and maintenance of a bibliographic control 

apparatus which pennits the full use of the libraries* resources in the 
most economical and efficient manner. 

2. Participate in the establishment of policies and standards for bibliographic 

control for all units within the library system. 

3. Participate in maintaining (he consistency of bibliographic records. 

4. Assist in raintaining process control over it'eais received until formal 

bibliographic control is achieved. 

5. Identify and process the nostHseeded materials as quickly as possible. 
Functions 

1. Participate in the establishmeu and enforcement of bibliographic control 

systemrvide. 

2. Originate bibliographic records for monographs^ for whieli no usable copy 

is available* including documents and non-book materials as assigned. 

3. Cooperate with Documents Acquisitions In establishing government name forms. 

4. Provide additional bibliographic apparatus such as history and authority work 

as required. 

5. Help maintain quality control of the existing and netfly created bibllograpble 

records, both central and departmental, by catalog editing, cooperation with 
the Catalog Editor and by aid to Service and Support personnel. 

6. Provide for the training of its own staff, including revision, continuing 

training, and refresher work in new procedures and practices as needed. 

7# Help provide professional assistance on bibliographic matters to faculty 
menbers, researchers, and other library users. 

8. Participate in planning uses of computer technology in the libraries. 

9. Assist in budget preparation for the operation of the bibliographic control 

Division. 

10. Participate in decisions relating to the organization of the collections. 

11. Assist in the designation of priorities for cataloging materials in order to 

forward the most needed materials as .quickly as possible. 

12* Participate in preservation and binding decisions for the General Library. 
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13. Reconcile vnloa records for Law* Medical and Music monographs* 
14* Participate in national reporting activities for nonographs* 

Key Working Rclaticnshlps 

!• Other units in Bibliographic Control Division. 
2* Other units in Resources Group. 
1* Searching Unit. 

4. Card production unit. 

5. Resource personnel in service centers. 

6. Distinctive Collections. 

7. Systems Office 

8. Library of Congress 

$• Catalog Maintenance Unit 

Reports 

1. Statistical reports by individual catalogers to chief SKmographs cataloger. 

2. Reports by chief fsonographs cataloger to the Director of Bibliographic Control. 
3> Reports by chief monographs cataloger to the staff of the section concerning 

new policies and procedures y and other matters of common interest. 

Performance and Evaluative Criteria 

1. Bffeccivencss of the bibliographic records in providing needed infonnatlon to 

their users. 

2. Accuracy of records » including close conformity with Library of Congress 

practice and established rules of cataloging. 

3. lime required to provide bibliographic control over naterials received by 

monographs catalogers. 

4. - Quantity of materials processed and achievement of currency. 

5. Quantity of bibliographic records produced. 

NOTES 

1. Unless otherwise specified, ''monographs'* includes document and non-book 

materials* but excludes materials for the Law* Medical, and Music Libraries, 
those in Asiatic vernacular languages, and those for which cataloging copy 
is available. 
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SERIALS CATALOCIKG DEPARTMOrT 



Principal Administrator s Head, Serials Cataloging Department 
Parent Unit s Bibliographic Control Division 

Role; To provide organisation and bibliographic control o£ serials* 

Pbjectlvcg 

!• Provide bibliographic access, up-to-date bibllosraphie history, tmion hold- 
ings and sheiflist infor;cation £or serials. 

2. Provide bihll;>sraphle accedd to serial content at the taonographic level. 

3. Participate in the creati<>n and implementation of cataloging policy* 

4. Provide physic;*! organl:;ation and preservation of serials for the Historical 

and Uumanistlc Studies Center. • 



1. Participate in establishing and Iroplanentlng policy oi bibliographic Control 



tfystcra-wldc. 

2. Participate in decisions relating to the organization and preservction cf the 

collections. 

3. Provide and update bibliographic records for serials utilizing original eatalog- 

ing, copy, rnd mcdificad copy.^ 

A, Maintain quality control of bibliographic records, both cc*ntral and departmental 
by catalog editing, cooperation with the Catalog Editor, and by aid to Service 
and Support personnel. 

5. Provide serial analysis, both original and with copy, at the monograph level, 
as desired. 

* 6. Cooperate with Documents Acquisitions in establishing government name forms. 

7. Maintain union holdings and shelfllst records for serials. 

8. Identify and prepare serials for preservation according to policy. 

9. Reconcile union records for Law, Medical, and Music serials. 

10. Participate in general cataloging activities. 

. 11. Provide policy guidance in bibliographic matters ^elating to serials for 
Services and Support staff. 

12. Perform various auxiliary cataloging tasks relating to serials (e.g. withdraw- 

ing, card replacement) 

13. Train and revise profeBslonal and clerical staff in work related to serials 



Funct ions 



Contribute tu systGa<Mwlde bibliographic Control. 




cataloging. 
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14 • Assist In the designation of priorities £or handling SwCiais* 

15. Assist In budget preparation for the operation of the Bibliographic Control 

Division. 

16. Help provide profesrional assistance on bibliographic matters to faculty 

mcfflberSf re&carchers* and other library users. 

17. Participate in planning autonation of serials handling in the libraries. 

18. Assist in nalntainins in-process control. 

19. Participate in national reportltig activities for serials. 

20. Participate in treatment decisions for serials. 

Key UorktnR Relationships 

1. Other units In Bibliographic Control Division. 

2. Serials and Documents Acquisitions. 

3. Catalog Maintenance Unit. 

4. Library units in Services, and Distinctive Collections. 

5. T*ibrary of Congress. 

Reports 

Statistical and narrative reports as required. 

Perforr"\nc.e and rvraluatlve Crlterlg 

1. Cilcctivencss of the bibliographic and holdings records in providing needed 

Infonsation to users. 

2. • Accuracy, consistency and adherence to standards of the records. 

3. Quantity of bibliographic records produced. 

4. Quantity of material procesised, and achievement of currency. 

5. Tine required to provide bibliographic control. 

NOTES 

1. Unless otherwise specified, ''serials** includes document end non-book serials, 

but exdudesf aerials Cor Lav, Medical and ^!usic libraries, and those in 
Asiatic vernacular lanruages. 

2. "I'o provide" includes searching, classification, subject headings, descriptive 

cataloging and aurthority vcrU for newly acquired titles, titles requiring 
transfer, reclassification and recataloging. 
"Bibliographic records" includes union and departnental shelf lists, official 
and public serials catalogs, union and departmental catalogs, and also the 
bibliographic apparatus supporting catalog records (e.g. history cards, 
references, authnrif-y cards.) 
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LIBrxARY TFXHSICAL SUPPORT GROUP 



Principal Administrator ; Director, Library Technical Support Group 

Parent Unit : Office of the Vice President for Information Services and 

University Librarian. 

Role s To provide business, processinR, acquisition* technical and support 

services necessary to maintain the functioning of the Horary system. 

Object lyes 

1. Improve the operation of all library units relying on Support units by 

providing efficient and econotnic service and by participating in the 
establishntent of policies which further such service. 

2. Froisotc the security of library patrons and staff and to provide building 

maintenance and security by serving as liaison with the Department of 
Buildings and Grounds. 

3. Contribute to sound finances by participating in maintaining library 

accounts and in producing financial reports. 

A. Contribute to sound finances by participating in the maintenance of complete 
and accurate records of library Administrative Accounts and in the monitor-^ 
ing of their expend itures. 

5. Support library operations by obtaining and distributing library supplies 

and equipment in the most efficient and economic way. 

6. Enhance the effectiveness of collection development by monitoring requests 

for materials to prevent unwanted duplication and unnecessary expenditure 
of library funds. 

7. Support the process of collection development through the proper acquisi- 

tion of designated materials and by participating in selection. 

8. Improve bibliographic control over materials by maintaining records before 

permanent bibliographic control is achieved and by participating in the 
efficient production and maintenance of permanent bibliographic records. 

9. Contribute to national bibliographic and scholarly resources by working 

with outside projects* agencies, and individuals. 

10. Support the library's role as a repository of research and other materials 

by providing preservation, binding and reprographic services. 

11. Facilitate research and the dissemination of information by providing a 

wide range of reprographic services. • 

12. Facilitate research and use of the collections by the physical preparation 

of materials. 

13. Dispose of unwanted material in the most beneficial way. 

14. Facilitate operations by maintaining the efficient delivery and shipment 

of library materials and mall. 
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15* Enhance library operations and services through the control of openitlonal 
computers-assisted systeias. 

Binctlons 

1* Control budgets Tor funds allocated to the Library Technical Support Group 
and participate in budget planning. 

2. Participate in maintaining library accounts and in producing financial 
reports. 

3« Participate in the maintenance of complete and accurate records of library 
Administrative Accounts and in the monitoring of their expenditures. 

4. Act as liaison vith the Department of Buildings and Grounds in promoting 
the security and maintenance of all library facilities and equipment. 

5* Coordinate the purchase, rental and distribution of supplies and equipment. 

6. Perform bibliographic searching. 

7. Perfonn acquisitions services for all forms of material. 

8. Kaintain end make accessible records of the acqulsltlon» processing and 

payment status of materials. 

9« Provide information pertaining to materials acquired and participate in 
making thorn available. 

10. Assist in collection development by bringing materials and information to 

the attention of selection officers and by selecting certain materials. 

11. Participate in the creation of bibliographic control records » by producing 

catalog cards t performing sorting and shelf listing activities and 
other means. 

12. Maintain the general card catalogs and central shelflists* including repair, 

filing and correction of cards; and communicate changes to those in charge 
of the departmental catalogs. 

13. Work vith outside projects, agencies, and individuals (e.g. NUC, reprint 

publishers, NPAC, non-Colunbia librarians, etc.) 

14. Be responsible for providing preservation services of a technical nature, 

such as binding, repair, photocopying etc. 

15. Provide reprographic services. 

16. Prepare library materials for use (e.g. plating, markingt binding).^ 

17. Keep abreast of the latest techniques and information pertaining to functions 

;*ssisned to the Support Group. 

18. Coordinate and supervise the disposal of unwanted material in the most 

beneficial way. * 

19. Be responsible for library shipping, receiving, mail and delivery services. 
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Z0« Coordinate and nanage operational computer assisted systems, including 
data processing and maintaining liaison with the Systems Office and 
the Computer Center. 

21« Consult with and advise staff members in service centers and elsewhere 
about policies and procedures pertaining to activities performed 
centrally by the Support Group. 

Key Working Relationships 

1. All organizational units and individuals in the library involved with 

support services. 

2. Other university departments and with individuals and organization out- 

side the university. 

Reports 

Statistical and other reports as needed tos 

a. Units of the library involved with support services* 

b. Planning and Systems Offices. 

Performance and Evaluative Criteria 

1. Accuracy of records. 

2. Quality of technical work. 

3. Satisfaction of other library units relying on Sup{K>rt Group services. 
Note 

While the Support Group is responsible for the actual binding activity* the 
preparation of periodicals for binding will have to occur in the various 
units which service the periodicals to ensure maximum user access. (This can 
be reconsidered when a computer based serials system is developed.) 
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DATA CONTROL DEPARTISHT 

yrtncipal Administrator : Head, Data Control Department 
Parent Unit s Library Technical Support Group. 

Role : To provide computer-based processing services ancillary to activities 
necessary to naintain the functioning of the library system* 

Objectives 

1. Improve the operation of all library units relying on the Data Control 

Department by providing efficient service and by participating in the 
establishment of policies vhlch further such service. 

2. Facilitate the functioning of library units and contribute to sound 

finances by participating in the maintenance of coaplete and accurate 
records of library accounts and producing financial reports. 

3. Enhance library operations and services through the conttol of operational 

computer-assisted systems. 

4. Contribute to bibliographic cdntrol and the avoidance of unnecessary 

duplication of materials by producing in-process and permanent biblio- 
graphic records for library materials. 

5. Facilitate circulation control by processing circulation data and generat- 

ing computer-produced records. 

6. Facilitate the processing of reserve materials and access to them by 

generating computer-produced worksheets and public records. 

Functions 

1. Participate in budgetary process for the Data Control Department. 

2. Assist in the purchase and rental of supplies and equipment used only in 

Data Control. 

3. Produce financial records and checks for payment on library accounts. 

4. Keep abreast of the latest techniques and information pertaining to functions 

assigned to the Data Control Department. 

5. Be responsible for the preparation of data for computer-based systems and 

for the submission of production Jobs. 

6. Be responsible for the physical and editorial processing and distribution of 

computer products. 

7. Be responsible for the security of coa^uter files by the physical maintenance 

of backup records. 

8. Coordinate machinery and staff in aiitieipatlon of production d^oands, ensur- 

ing minimal time-lag between receipt of data and distribution of products. 

9. Utok closely with the Systems Office In the detection and resolution of 

production failures due to Computer Center and program-related problems. 
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10. Ubck closely with other library units in resolving problesis in the 
initial phase of new systeos and In determiaing needed modifications 
for established. systens. 

11* Advise the Computer Center of routine operational problems involving 
computer processing. 

12. Check the accuracy and completeness of invoices. 

13. Consult with and advise units of the library dependent upon Data Control 

on the status of production runs. 

14. Provide and process data for reports » questionnaires, etc* both for 

internal use and in response to outside agencies under the coordination 
of the Planning Office. 

Key Working Relationships 

1. Systems Office 

2. Other organizational units and Individualr in the library involved vlth 

l>ata Control, 

3. Computer Center 

4. Comptroller 

Reports 

Statistical and evaluative reports as policy requires. 
Performance and evaluative criteria 

1. Efficiency and economy in providing services based on regularity and speed. 

2. Accuracy of performing technical operations based upon performance standards. 

3. Quality of products supplied. 

4. Satisfaction of library units relying on Data Control. 
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BOOK ACQUISITZOHS DEPARTMENT 



Principal Administrator ; Hea4» Book Acquisitions Department* 
Parent Unit ; Library Technical Support Group 

Role: To provide acquisitions services for requested nonographst book continua- 
tions » microfilms and certain other designated materials In mmt 
languages for the entire Columbia library system. 

.Objectives 

1. Improve the operation of all library units relying on the Book Acquisitions 

Department by providing; efficient and economic service and by participating 
la the establishment of policies which further such service* 

2. Facilitate the functioning of library units and contribute to sound finances 

by participating in the maintenance of book accounts* 

3* Enhance the effectiveness of collection development by participating In 
monitoring requests for materials to prevent unwanted duplication and 
unnecessary expenditure of library funds. 

4. Support the process of collection development through the proper acquisition 

of designated materials. 

5. Improve bibliof*raphic control over materials by maintaining records before 

permanent bibliographic control is achieved. 

Functions 

1. Participate in the budgetary process for the Book Acquisitions Department. 

2. Order requested monographs, book continuations » microfilms and certain other 

designated materials,, including assignment of dealers, provision of informa- 
tion to Data Control, systematic reviews and follow-ups of pending orders. 

3. Receive and process monographs, book continuations, microfilms and certain 

other designated inaterials, including verifying that material received is 
material ordered, updating records (both In the Book Acquisitions 
Department office and through the Data Control Department and distribut- 
ing materials to the appropriate locations. 

4. Approve payment of invoices and reiitibursement or credits and to perform 

other functlonst maintain fiscal control, including proving payments, 
handling encumbrances, etc. 

5. Maintain and make accessible records of the acquisitions, processing and 

payment status of materials ordered by the Book Acquisitions Department 
and provide interpretation and Information as needed. 

6. Consult with and advise staff meiobers In Service Centers and elsewhere 

about policies and procedures pertaining to activities performed centrally 
by the Book Acquisitions Department. 

Key Itorhinn Relationships 

1. Data Control Department 

2. Library units obtaining materials through the Book Aequl.v;^ ms Department. 
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3* Serials and Documents Acquisitions and Gifts and Exchanges Department. 
4. Selection Officers. 
5« Book dealers* 

Reports 

Statistical and other reports as needed toi 

1. Units of' the library obtaining materials through the Book Acquisi- 
tions Department. 
2* Planning and Systems Offices. 

Performance and evaluative criteria 

1. Accuracy of records. 

2. Satisfaction of library units relying on the Book Acquisitions Department. 



ERIC 



4/20/73 



19 3.3 



ACCESSIONING SECTION 



Principal Administrator i Read* Accessioning Section* 
Parent gnit s Book Aeqttisltlons Department 

Role: To provide accessioning services and invoice processing for certain 
monographs, book continuations, microforms , and other designated 
materials in tnost languages ordered hy the Book Acquisitions 
Department for the entire Colimbia library system. 

Objectives 

1. Improve the operation of all library units relying on the Accessioning 

Section by providing efficient and economic service and by participat- 
ing in the establishment of policies which further such service. 

2. Facilitate the functioning of library units and contribute to sound 

finances by participating in the maintenance of book accounts. 

3. Support the process of collection development through participation in 

the proper acquisition of designated materials. 

4. Improve bibliographic control over materials by maintaining records before 

permanent bibliographic control is achieved. 

Ftmctions 

1. Participate in the budgetary process for the Accessioning Section. 

2. Receive and process nonographs, book continuations, microforms, and other 

designated materials, including such operations as verifying that 
material received is the matc^rlal ordered, updating records (both in 
the Book Acquisitions Department office and through Data Control), 
distributing materials to the appropriate locations, and certain follow^ 
ups on orders. (Hxcluding rush materials and certain materials received 
on blanket orders such as LACAP). 

3. Approve payment of invoices and participate in approving the reimburseraont . 

of credits and performing other functions to maintain fiscal control. 

4. Assist in maintaining and makliig accessible records of the acquisitions, 

processing, and payment fitatus of certain materials ordered by the 
Book Acquisitions Department and in providing interpretation of and 
informntlon on materials and records in its area as neaded. 

5. Consult with and advise staff members in Service Centers and elsexsrhere 

about policies and procedures pertaining to activities performed centrally 
by the Accessioning Section. 

Key !^^orktng Rglationshtps 

1. Other members of the Cook Acquisitions Department 

2. Data Control Departiiont 

3. Book dealers. 

Reports 

Statistical and evaluative reports as policy requires. 
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Perfornance nuil cvalunttvc criteria 
!• Accuracy of records. 

2. Satisfaction of library units relying on the Acecessioning Section. 
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SERIALS DOCUMENTS ACQUISITIONS DEPARTMENT 



Principal AdiPintstyator t Head, Serials and Documents Acquisitions Department 
Parent Unit ; Library Technical Support Croup 

Roles To provide acquisitions* processing, and other senrices for governmental 
monographs necessary to support the functioning o£ the library system* 

Objectives 

1. Improve the operation of all library units relying on the Serials and Documents 

Acqulsitlotts Departrient by providing efficient and economic service and by 
participating la the establishment of policies vhich further such service. 

2. PacilitntG the functioning of library units and contribute to sound finances 

by participating in the maintenance of library accounts designated for 
escpg^nditures for serials and documents publications. 

3. Enhance the effectiveness of collection development by monitoring requests 

for serials and cli cunients to prevent unwanted dsplicaticn and unneceK^ary 
expenditures of library funds. 

4. Support the process ol coH action development through the proper acquisition 

of dcsi£;nated serials and docuinants and by participating in their selection. 

5. Improve bibliographic control over serials and documents by maintaining 

records bciforc pen^anent bibliographic control is achieved and by participat 
ing in the creation and maintenance of permanent bibliographic records. 

6. Increase the llbr-ary's Infonnatlonsil resources by maintaining kardex and other 

recor<^" of serials and documents. 

7. Participate in the disposal of un^nted serials and documents in the most 

beneficial way. 



Functions 

1, Participate in the budgetary process for the Serials and Documents Aequisl 

tions Department. 

2. Participate in monitoring library accounts for expenditures connected with 

serials and documents* 



3. Maintain and monitor Deposit accounts and Coupon accounts. 

4. Monitor requests for serials and documents to prevent unwanted duplication 

and unnecessary exponditiirer of library funds. 

5. Act as a final check or review on the appropriateness of searching verification 

perfors^cd elsewhere, and perform additional types of searching and verifi- 
cation not perfortijpd elsewhere in order to support the activities of the unit. 

6. Kecomacnd the best mc.fchou of acquiring serials and documents. 

7. Acquire assigned serials and govcrnnental monographs by ordering or soliciting. 

8. Maintain all orders, subscriptions, solicitations. Depository programs, etc. 

on an active basis by monitoring, soliciting information, clainlng, reordcr- 
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itiRt tnaiatalnlni! rolumbia's namct on f;ift nnd Mcchnitge mailing li&tS| by 
replyinn to quDf^tlcnuaires or by acknowledj^ing receipt of individual 
issues t or by procoasing annual explratlun notices or conflrcilng order 
foriBs* 

9. Receive, chack in and route certain acrialn and documents* 

XO0 Approve ovd prove payt^cnt of invoices and reimbursenient of credits incurred 
as subr^crjption or issue costs^ or as duus of fees for any of the unites 
subscript: ions or rubncriptlon plans t services » memberships, blanket orders, 
or cooperative projects. 

11. OriRlnate clni;:js for the Circulat ion Department of the Uimanisclc and !Il?torical 
Studioii Center, and for all libraries' uuiterials looking from U.S, Depository 
shlpntcntrc, CrouTi Agents, blankct^^rder shipments, invoices* and other 
tnateriala that full outside the noritial claiming process* 

12* Order, a^^provtr^ payment for, and maintain records of eevials and documents used 
tas exchrtu^e niaterials# ^ 

13. Cancel or trr.nsfer serial subscriptions when necessary* *QChr 

14. Create, ii?nintain,and rilce accesaiblft records of: 

a. Seri.ils end docin'cnto acquiriid as wall tho^e discarded, offered, 

routed to other institutions, or dltsposed of in other V7ays» 

b, S:»-rvicss, materials, and/or privilejjas provided to the Libraries by 

LiUrariwa, Univcroity, or personal r.tmbershipK, services, blanket 
orders, depository programs, or ccop^rariva projects* 

15. Acquire and.suike effective use of knovlcdcc, information, and bibliographic 

tools rclatins to aerials and documents* 

16* Pre*.'-!do access to, interpretation of, and information from the unit's ntacerials 
files, records and tools* 

17* Bring serial and docunient h^'^^^^^^^^^oi^s information to the attention of 

selection officers, assist selection officers, pnd select certain documents. 

* 18. Participate in the creation and maintenance of permanent bibliographic 
control records. 

19. Participate in the disposal of unwanted serials and documents in the most 
beneficial way* 

20* Coordinate, supervise and monitor policies, materials, and records in certain 
categories (such aa U*S, dcpoplfftry) in order to satisfy various regulations 
and restrictions. 

21. Have central responsibility for correspondence on most matters concerning the 
acquinitions of serials and docuricnts* 

22* Consult vith arU advl.^a staff tncrtbcrr, in Service Centers and clccwhcrc about 
policies nnd procedures pertaining to activities performed centrally by the 
Serials and Docunentfi Acquisitions Department. 

1* tJclectioM oft leers 
O 2* Catalogcrs 
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3« Subscription ancncXeis# 

4. Proposed Document!^ Room staff « 



Scatirttlciil and evaluative rt'port as policy requires. 

J!f^y J p}^}^:P,J}^}\ n^nt^o vr Al tn t fvo cr i t or j a 

!• Prc^H r nJncinr. o5 :\'»*J.U |\ui:.ic*nt urd^rj^* 

2. Prop;?! paymctnt vi invoices to i.ukt? tlic luo^t beneficial use of budgeted funds* 
3* Cor:Mli!t<nK;5*H, accuracy^ and accessibility of bibliof.raphic rccord^t filcfi^ 
and Looi:4. 

^. ?rcnpt kcj:;:, cci vUncncrrs;, aiJ accuracy of reporting, of infijrmtioa from the. 
unit*;i rccordr*^ files, and tooln to other unita of the Libraries as 

$0 Succi iM* in cc'V- ^nn^catin?', rlrils and D^^cirncnts Acqvtiisitlons* policies and 
pror.cdurc; vihov unitn of the libr:a*y vhlch dupond on the. unites 

6. Satisfaction of oilior library units rejyinv^ on the Serials and Documents 
Acquisition l>cpartn:ent • 

Koto 

!• f)ocu:: ^t.\; roCers to fiovnrnnc.n! al scrialr. and monorraphs. Serials refern 
only to non-r»^v/!nr.:enlal r^r-fals, Tlu- exact doff.aieion of fiovcrnnicntal 
Jt n;>i4ii»i3 tc> Colu^^bin'r doctrionls lin.^ yt?t to bo defined • 
2, Sortc of tl^cse net Iviticy c-^^n f)e transf cT^icd to a Pocuwents Room. 
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DOCUMENTS ACQUISITIOII SECTION 



Principal Adrilntstriitor : Head, Documents Acquisitions Section 

Parent Unli t Serials and Documents Acquisitions Department 

Role? To provide acquisitions, proces5?lnp, and otlier services for document 
serials and rnonograplis necessary to support the functioning of 
the Library system, 

OhJectivO'Q 

1. Improve the operation of all library units relying on the Documents 

Acquiaitions Section by providing; efficient and economic service and by 
participating in the establishment of policies which further such service* 

2. Facilitate the functioning of library units and contribute to sound 

finances by participating^ in the maintnnnnce of library accounts desig- 
nated for expenditures for document publications* 

3# Enhance the effectiveness of collection development by monitoring requests 
for docutiTent materials to prevent unwanted duplication and unnecessary 
expenditures of library funds* 

4* Support the process of collection development through the proper acquisition 
of desinnated document materials and by participating; in their selection* 

5. I;nprove biblScr,raphlc control over document materials by maintaining records 
before peninnent bibllonraphic control is achieved and by participating 
in the creation and maintenance of permanent bibliographic records* 

6* Increase the library's informational resources by maintaining kardex and 
other records of documents* 

7* Participato In the disposal of unwanted documents in the most beneficial way* 

Functions 

1* Participate in the budgetary process for the Documents Acquisitions Section* 

2* Participate in monitoring library accounts for expenditures connected with 
docunents* 

3* Participate in monitoring and maintaining Deposit accounts and monies used 
for the purchase of prepayment coupons with agencies such as Government 
Printing Office^ Library of Congress, National Technical Infonoation 
Service, and others* 

4* Monitor requests for documents to prevent unwanted duplication and un-* 
necesi6iary expenditures of library funds* 

5* Act as a final check or review on the appropriateness of searching and veri-^ 
ficatlon performed elsewhere and perform additional types of searching 
and verification not performed elsewhere in order to support the activities 
of the Documents Acquisitions Section* 

6* Recommend the best method of acquiring documents* 

7* Acquire document monographs by purchase orders or gift solicitation* 
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8. Acquire docurofnt serials through purchase and Rif£ by properly placing 

standing orders and solicitations for continuation and periodical 
subscriptions. 

9. Acquire docuciont serial back issues, replacement issues, sample copies, 

and document catalogs by proper purchase or gift solicitation. 

10. (faintain all orders, solicitations, depository programs, etc. on an active 

basis by monitoring, soliciting inforniation, claiming, reordering, 
maintalninn Columbia's nar.ie on gift and eKchanf.e mailing lists by reply- 
ing to questionnaires or by acknowledging receipt of individual issues 
or by processing annual expiration notices or confirming order forms. 

IX • Receive, check in, and route certain document tnatcrials. 

12. Approve and prove payment of invoices and reimbursement of credits incurred 

as subscription or issue costs or as dues or fees for any of the Section's 
subscriptions or subscription plans, services, memberships, blanket orders, 
or cooperative projects. 

13. OrlRinate clalns for the Circulation Section of the Humanistic and Historical 

Studies Center and for all tibrary niaterials lacking from U.S. Depository 
shipriGttts, blnnket order shipments, invoices, Cvoxm Agents, and other 
materials that fall outside the nonaal claiming process. 

14. Order, approve payment for, and maintain records of document serials and 

monorraphs used as exchange materials. 

15* Cancel or transfer document serial subscriptions vhen necessary. 

16. Create maintain, and make accessible records of: 

a. document serials and mono<;raphs acquired, as well as those being offered, 

discarded, routed to other institutions, or disposed of in other ways. 

b. services, mterlals, and/or privileges provided to the Libraries by 

library. University, or personal Memberships, services, blanket 
orders, depository programs, or cooperative projects. 

17. Acquire and make effective use of knowledge, information, and bibliographic 

tools relating to documents. , 

18. Provide access to, interpretation of, and information from the Section's 

materials, files, records, and tools. 

19. Bring document materials and information to the attention of selection officers, 

assist selection officers, and select certain documents* 

20. Participate in the disposal of unwanted document materials. 

21* Assist in monitoring policies, materials, and records in certain categories 
(sucli as U.S. Depository) in order to satisfy various regulations and 
restrictions. 

22. Have central responsibility for correspondence on most matters concerning 

documents . 

23. Consult with and advise staff members in Service Centers and elsewhere 

concerning policies and procedures pertaining to activities performed 



centrally by the Documents Acquisitions section* 

* 

Key Working Relationships 

1. Organizational unics and Individuals in the Library Involved with the 

Docunents Acquisitions Section* 

2. Organisations and individuals outside the Library, e.g. Superintendent 

of Documents. 
3« Documents Room Sta££7 

Reports 

Statistical and evaluative reports as policy requires* 

Performance and evaluative criteria 
1« Proper placins of document orders. 

2. Proper payment of Invoices to make the most beneficial use of budgeted funds. 
3« Completeness, accuracy, and accessibility of bibliographic records, files 
and tools. 

4. Promptness, completeness, and accuracy of reporting of information from 
the Section's records, files and tools to other units of the Library as 
required . 

5« Success in communicating Documents Acquisitions Section's policies and 
procedures to other units of the Library which depend on the Section's 
services. 

6* Satisfaction of other library units relying on the Documents Acquisitions 
Section. 

Note 

!• The vord documents is used throughout, unless otherwise modified, to Incude 
both document serials and monographs. For serials other than document 
serials, see the description of the Serials Acquisitions Section. 

2. Currently the Documents Acqttisitions Section performs certain activities 

that are to be transferred to the proposed Documents Room. These activities 
include holding current and unbound issues of Congressional hearings anc* 
Serial Set materials, dtitermining whether all materials for a certain 
session or Congress are received, arranging them into volumes and assign?^ 
ing call numbers and volutme numbers, listing contents or other information 
as needed in Public Serials Catalog, Official Serials Catalog, and Shelf 
lists, typing binding slips, and related duties. It is probably best 
for the new Documents Acquisitions Section to continue these activities 
until a Docunients Room Is set up, perhaps until after the suggested long- 
term Task Force investigation of documents at Columbia has been completed. 
Objectives and functions relating to these tasks are adequately covered 
by Objective. A and Function 18. 



SERIAtS ACQUISIXIO:iS SECTION 

Principal Adtalnistrator ; Head, Serials Acquisitions Section* 

Parent Unit ; Sorials and Documents Acquisitions Department. 

Rolet To provide serials acquisition, processing and other services necessary 
to support the functioning of the library system. 

Objectives 

1. Improve the operation of all library units relying on the Serials Acquisi- 

tions Se-ction by provlfling efficient and economic service and by participat- 
ing in the establishment of policies which further such service. 

2. Facilitate the functioning of library units and contribute to sound finances 

by participating in the maintenance of library accounts designated for 
expenditures for serials. 

3. Enhance the effectiveness ot collection developTiiet|t by fttonitoring requests 

for serials to prevent unwanted duplication and unnecessary expenditure 
of library funds. 

4. Support the process of collection development through the proper acquisition 

of designated serials and by participating in their selection. 

5. Itr.prove biblioRraphic control over serials by maintaining records before 

permanent bibliographic control is achieved and by participating in the 
creation and maintenance of permanent bibliographic records. 

6. Increase the library*^ informational resources by maintaining kardex and 

other records of serials. 

7. Participate in the disposal of unwanted serials in the most beneficial way. 

Fwictions • 

1. Participate in the budgetary process for the Serials Acquisitions Section. 

2. Participate in monitoring library accounts for expenditures connected with 

serials. 

3. Participate in maintaining and monitoring deposit accounts (e.g. Hlcrosurance) 

4. Monitor requests for serials to prevent unwanted duplication and unnecessary 

expenditure of library funds. 

5. Act as a final check or review on the appropriateness of searching and 

verification performed elsewhere and perform additional types of search- 
ing and verification not performed elsewhere in order to support the 
activities of the Serials Acquisitions Section. 

6. Recommend the best method of acquiring serials. 

7. Acquire serials tbrouf^h purchase by the proper placing of standing orders 

for continuation and periodical subscriptions. 

8. Acquire back issues, replacement issues, sample copies and serial catalogs . 

(including document serial catalogs) by proper purchase of gift solicitation. 
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9. Maintain nil subscriptions on an active basis by monitoring) soliciting 

Information, claiming, reorderlns» acknowledRlnc receipt of gifts and 
exchanges, etc* 

10. Receive, check In and route certain serials* 

11* Approve and prove payment of invoices and reintbursement of credits incurred 
as subscription or issue costs or as dues or fees for any of the Section's 
various subscriptions or subscription plans, servlces,nicinberships, blanket 
orders or cooperative projects* 

12. Originate claims for the Circulation Department of the Humanistic and 

Historical Studies Center for all Library materials lacking from invoices, 
and for other materials that fall outside the normal claiming process* 

13. Order, approve payment for and maintain records of serials used as exchange 

materials. 

14. Cancel or transfer serial subscriptions when necessary* 

15. Create, maintain and make accessible records ofs 

a) all sorlals acquired as well as Chose serials being offered, discarded, 

routed to other Institutions or disposed of In other ways* 

b) services, materials, and/or prlvilegos provided to the Libraries by 

library. University or personal memberships, services, blanket orders 
or cooperative projects. 

16. Acquire and make effective use of knowledge, Information and bibliographic 

tools relating to serials, 

17« Provide access to Interpretation of and Informtion from the Section's 
mterials, f lies » records and tools* 

IS. Bring serials and informtion to the attention of selection officers and 
to assist the selection officers. 

19. Supply infonnncion needed for the creation and naintenance of permanent 

bibllonraphic control records. 

20. Participate in the disposal of unwanted serials. 

21. Assist In nonltorins policies, materials » and records In certain categories 

in order to satisfy various regulations and restrictions. 

22. Have central responsibility for correspondence on inost matters concerning 

the acquisition of serials. 

23t Consult vlth and Rdvi«c» staff moinbers in Service Centers and elset/here 

about policies and proceJures pertalnlnR to activities performed centrally 
by the Serials Acquisitions Section. 

Key Uortdng: ^ RpTation^hlpB 

1. Orf',aniEntion^.l units nnd individuals In the library involved with the 

Sc^rlals Acquisitlonn Section. 

2. Subscription asencles. 
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Reports 

Statistical and evaluative reports as policy requires. 

Performance and Evaluative Criteri a 

1. Proper placini; ot r.orial orders, 

2. Proper payment of invoices to inake the most beneficial use of budgeted ftmds. 

3. Completeness accuracy and accessibility of bibliographic records, files and 

tools* 

4. ProwptncHs, completeness, and accurary of reporting of information from the 

Section's records, files and tools to other units of the library as 
requii'cd. 

5. Success in coronunicatlns Serials Acquisitions policies and procedures to 

other units of the library which depend on the Section's services. 

6. Satisfaction of other library units relying on the Serials Acquisitions 

Section. 

NO TE 

Excludes document serials unless otherwise noted. 
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SERIALS ACQUISITIONS SECTION 



It Is r«ccnir.tend cd that the searching acclvltlcs presently being performed in 
the Serials Acquis itionn Section be kept there for the foliowins reasons: 

a. Serials sf;.irchinR involved more than "order" searching (e*g., offers* 
invoices, etc.) 

b« Searching c^ipertise will exist in the Serials Acquisitions Section 
in order to accoimodate the above, so why have several people do 
what one mow doc.'). 

c. The expertise needed for searching, as well as that for revising 

searchinr.t of serial mterlals and in serial files is extensive. 
It is ohvioufii also that the review of the searching is sufficient 
and would best done by the Serials staff. 

d. Serials sanrching and revising is more convenient and Inmiediate If 

searchers are at hand tc the serials reviser. 

e. Speed and ccntrol of searching is best accpctplished in the Serials 

Acquisxflono Scctici. 

f. The expertise of usin^ and interpreting serials files would have other 

immediate and ancillary uses which would support Serials activities. 
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GIFTD AND EXCIIANCn DEPARTMENT 



Prlncl pnt At!mtn^'?trato ^^ Headt Gifts and Exchange Department 

Parent Unit : Library Technical Support Croup 

Role: To provide gift, exchange and other nupport services. 

U Ifaprove tho operation of all library units relylnp on the Gifts and E:cchAnge 
Department by providlnf? efficient and econoTnic Ber\'lce and by participating 
In the cstabliuhnient of policies vhich further such service. 

2. Facilitate t!ic^ functioning; of library units and contribute to sound finances 

by participating in the maintenance of library accounts. 

3. Support thi\ proroso of collection development thraugh the proper acquisition 

of lutctlalu hf Rifts and exchange, by offering materials to selection 
cfficcrfi and by parciciiutlnf, in selection. 



4. Contribute to bibliop^raphlc control over mt^rials by participating in 

li^.ain aininp records before pen:ianent bibliocraphic control in achieved. 




5* Facilitate u?rc of tbe collections by participating in the physical prepara- ^ 
tiou of materia Is. 

6. Suppi*/^o;K c.ckil tui':ancc» reference and lescnirce sor\rices by providinr* informa- 

tion about significant acquisitions and Columbia-connected mtcrlals. 

7. Dispose of umranted naterials in the ntont beneficial way. 
F ^tnc tiffls 

1. Participate in the budnetary process for the Giftn and Exchanj;e Department. 

2. Participate in Miintainins library accounts. 

3. Perform: bibliajvir^jphic Bcarchinr; not p^rfoi-med elsewhere in order to support 

the activities of the Gifts and E:ccliange Department. 

4. Examine out-of -print, replacement:^ serial , and Colunbla University Press 

orders fur postaible fillinj; through f;ift and exchance. 

5. Decide on the f r*a-5ibility of acquiring nmterials throuRh gifts or exchange. 

6. Acquire certafr iriti^rials by sollcitin? tbcti a& fjifts or by inauguratirf: 

cxchaupe m,r. inr.cr.tf? • 

7. Acknowledge fj.i and exchaap^es appropriately. 

B. Maintain and tnnke accensib^o records of the acquisitions^ processinjj and 

pay;(.:it f?taf.i:j of rJ^tt' cxcMrnt.c* nvn ti-rialK, including records ol 
dC'iiorfj arid ox<;h:in;;c balan»^C:;5» 

9. ProvMe infornrttlon pert/^lnin:', to naterials acquired and participate in 
mklnf*: ther. avaiJaMe* 
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10. Create, Maintain, am! provide access to the RcsJatcr of Sir.nitlcant 

Acquisitions (i.e. RIl file; i»cludcs past purchases, a» well as Gifts) » 
and to the various lists of Columbia-connected publications (e.g. Arden 
House, Bicentennial, etc.). 

11. Be rcspor.«lbia tor the storage and maintenance of certain materials and 

wake then available, e.g. Pre-1950 Columbia doctoral dissertations. 

12. Actively participate in the solicitation of gifts. 

13. Brinn giftjs and exchnnses materials and information to the attention of 

the selection officers and participate in the selection of certain materials. 

lA. Uaccive, rrcord, and assist in assigning to the Libraries* collections each 
Columbia University Press Depository publication and other depository 
materials handled by this unit. 

15. Compile the purchase and distribution of liiaterials to be sent to exchange 

partners. 

16. Italntain addressoeraph Tijailing lif^ta for CKchnnge materials. 

17* Coordinntc and Huperviso the disposal of unwanted material In the mo^t 
bereftcial vay, incladjnf; distt ibntlon to other llI>4.\itrJe5 

18. Price? and fe:cll duplicates and participate in controlling the monies received 

trcm thcne cales« 

19. Act as r'llcfj and distribution anent for certain Library and University 

puhlicat.fon::, e*e# Friends of the Library publications* 

2Q^ Cofifiult v^ith an advi.<;o staff metnbers in Service Centers and elsewhere about 
poliden and procedures pertainlxig to activities performed centrally by 
the Gifts nnd Exchanp,e Dcrartncnt. 

21* Supervise y organice and maintain the Book Sale Room* 

Ke ^ p orkJnn J'^ . \7t:ionshi if>s 
1* Stdections ol f leers 

2. Other acQuJr>itlons units* 

3. Ess.iy :»nd dissertations secretary. 
4* Coluinbfn Trovn^ etc. 

5* Darors 

6. United Statt*^ Peck rxcharr»Cf etc. 

t^tariiiticnl and evaluative reports as policy requires* 

PerFcn ^ntiric anr! evr i 3 £ iyg^ cr i l: r la 

!♦ M"iini:e;UTiacc o** {jot>d relations with donors* 

2* Acc.ux \cy of records* 

3. ratlsfartJou of library units relylns on the Gifts and Exchansc Department* 



PRESERVATION DEPARIMENX 



Principal Adnintsirator ; Head, Preservation Department 
Parent Unit : Library Technical Support Group 

Roles To provide the expertise and services necessary to carry on a continuing 
program of preservation of the libraries' materialSt including prepara- 
tion, repair, and reproduction of cuterials. 

O bjectives^ 

!• Improve the operation of all library units relying on the Preservation 

Department by providing efficient and economic service and by participat- 
ing in the establishment of policies which further such serviC(3# 

2» Facilitate the functloninn of library units and contribute to sound finances 
by participating in the maintenance of library accounts. 



3» IxAprove bibliographic control over ciaterials by loaintaining records^ 




Contribute to th? high quality of the Library's colUiCtlon and facilitate 
use of materials thrcuc^J\ proper preservation and maintenance of materialts 
as vail as throi-.<;h advising selection officers. 

5* Facilitate research and the dlsseinination of information by providing 
reprof;raphlc services and by working with reprint coii^anies. 

6» Facilitate research and use of the collections by participating in the 
physical preparation of niaterials. 

?• Improve library s(*rvicns and collections by keeping abreast of current 
developments in the field of preservation, binding and reprography. 

Funcyjon^ 

1. Parcicipnte in the budgetary process for the Preservation Department. 

2. Be responsible for providing preservation services of a technical nature, 

such as binding, repair, photocopying, etc. 

3. Consult vTith and advise selection officers about preservation policies 

and practicc£5* 

4. Bring rntcrials needing preservation to the attention of reprint conpanics^ 

5. Supervise loans to reprint puhl ichors an<l reimbursement for then. 

6. MaJntnIn a file of reprint and microform catalogs. 

7. Provide iu'-house binding and repair services. 
P. Provide rcpro^^.rcpliic ficrvvc^j. 

9. Prepare library mntcri£!ls for ue^e by plating, pocketing, mrking and other 
means . 
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10. Coordinate activities involving commercial binders^ 

II* Participate in the maintenance of library binding accounts* 

12* Be responsible for keeping abreast of current developments in tbe fields 
of bindinp,, preservation, and repron^^npliy, 

13* Advise on the purchase or rental of specialized supplies and equipment 
needed for reprographic and preservation processes* 

14* Consult with and advise staff members dependent upon the Preservation 

Department abouc policies and procedures pertaining to activities per- 
formed centrally by the Preservation Department* 

Ke^ yorki n e Rclattonnhlps 
1* Selection officers 
2t Cofninercial binders 
3* Service Units 

4. Library users 

5. Reprint houses 

Reports 

StatisticAl nnd other roports as ^needed to? 
1* Select ioti officers 
2* Service units 

Per f orr tri. c ? r nd J^yn^ J'/^tive Criteria 

1* Accuracy of record."?* 

2* Quality of technical x^rk* 

3** Satisfaction of library units and users relying on the Preservation Department* 
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Principal Admlnlntrator s Head^ Binding Section 
Parent Hal t; Preservation Department 

Role : To provide ln-*houne binding and repair services necessary for the 
mintenance of the collection* 

Objectiv rr> 

1» Improve the oper;ition of all library units relylnp; on the Binding Section 
by providing; efficlant and economic service and by participating In 
the cstablisIiMcnt of policies which further such service* 

2» Facilitate the functionlnn of library units and contribute to sound 
finances by p:u'ticipatine in the maintenance of library accounts* 

3* Contribute to the hlph quality of the library's cbllectlon and facilitate 
use of materials through proper preservation and maintenance of these 
materials* 

Facilitate research and use of the collnctions by the physical prepara- 
tion of materials* 

runctri cirs 

1. Participate in tlie budRutary process for the Blading Section # 

2* &e rer.prnsible for providing in-house tlndinc> preservation t and repair 
services* 

3* Be responsible fr>r kecpinp, nbreast of the latest techniques available for 
the blndinSf prcaervatioa and repair of materials. 

4* Be responnihle for tlie day-to^-day care nnd ttudntenanco of departmental 
cquipncnt and nachinery* 

5# Advlius on the purchase kmd rental of specialised supplies and equipment 
needed for blncHnfjp presorvntion^ dxmI repair pioccGses* 

6* Consult with and advice unit£. of the library dependent upon the Binding 
Section about pvoi^or binding;, preservation and repair procedures and 
thc>ir inplemcintation* 

1^ Mati ilaltf rrt»ce5ic. iuft Section 
2* Scrvic<^. units* 

Uc*riqrts 

Statistlcil r!nJ cveiluntlve reports as policy requires* 

P er rqr y;,f^:H.o JamI- i>a:tyo^ C i it c ri fa 

1* Accur-^cy of recon^ s 

2* Quality of trchoicnl vorl: 

3* Satisfaction nf library unitf; ralyin)^ on the Binding Sftctlon. 
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MATERIALS PROCESSING SECTION, TECBITICAL SUPPORT CROUP 



Principal Adnintyitrator t Head, Materials Processing Sections Technical Support Group 
Parent Unit ; Preservation Dopartmcat 

Rplc ; To provide processing services necessary for preparing materials for use. 
Objec tive?; 

1. Luprove the oper.'\tion of all library units rElylni^ on the Materials 

ProcGssinr, St'.ction by providinE efficieat and economic scf/lcc and by 
particjpatin^ in the cr.t.-^blishencnt of policies vhlch further such service. 

2. Facilitate the functioning of library units and contribute to sound finances 

by participating in the maintenance of library binding accounts. 

3. Facilitate m.-ioarch and uf?e of the collections by* participating In the ^ 

physical prei'.Tration of materials. 

1, P.uticipate in the budgetary *proccsn for the Materials Processing Section. 

% 

2. Prepare library ruitcrials for use by hook plating, pocketina, roarklng and 

other ineanc*. 

3. Coordinate activities Involvinr, co:-.^;-rclal binders, including sendlnr., 

receiving, record kcvT.j.iiij;* involcji procGi^siuj:, and quality control. 

4, Maintain and r..ike accessible recordr. of material oent to conmetdal binders. 

5* Review rtaterlcl sent for processinr. to d«tcnniiic whether the action 
requested is suitable, in cooperation t/ith the lUndlng Section. 

6» Review f lnish^?c1 niaterlal to help ensure chat Support Group processing has 
been completed and distribute processed patcrlal for delivery. 

7. Pnriicipate in the naintnn^ince of library binding; accounts* 

8* Be rcrtponsihli* for ki^cplur; abreast of current drjvelopments In the field 
of book procc.^sinK. 

9. Adrific* on the purchase or rental of npcclalizcd i;upplies and equipment 
necdcfd for hook proces^ins purpo ;c n» 

10« Con^vlt with a^d advise rtaff nrtnbc^rs in nervine Centers and elaewhf^re 

about poljcicrs awd p/oriiiurer^ pcrraininr* to actl^.ttics perfomed centrally 
by fchcv* Hnrurirls Procc:.>f;inc Sectiori. 

1. liincJin?: ^iP!Cl::T*rt 

2, Co^i^.^cr^la^ bir?clcrs* 

St^itii-.tical and other reportr* as needed to: • 

a. Other unite of thit Jibrary iir/olved with the K/iterials Processing Section. 

b. Comuerclal hinders 

erIc 
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Perf on' nnce F.v:« luit I V tf (;rit:<*rX«i 

1. Accurary of reco.-Js. 

2. Quull;;y of technical work 

3. Satistaciion of library units rclylns on the Materials Processing Section. 
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REPROCI.'AI'IIY SECTION 



Principal Admtnlstrnto r: Head, Reprography Section 




Parent Unit s Preservation Hep art went 




Role ; To provide teclmical and advisory 5;crvlces necessary for the reproduction 
of libravy materials at the requcr>t of other library units and library 
patxons* 



!• Improve the opcrntiort of all library utiits relylnj? on the Reprofjraphy Section 
by providinn clricient and economic service and by particij/ating in the 
eambXishmeut o£ policies which further such service. 

2t raciiitafce the ftuictioninf^ of library units and contribute to sound finances 
by pr\rtlclpaLiitj?. in the luaiutenance of library Recounts. 

3. Contribute to tho htt*h qunJity of the library's coliectlon and to facilitate 
u^>o of iiUiteriaJs by participating in preservation and maintenance pros^antp, 

A. Facilitate research and the dissemination of inf oriiiation by providing a 
vide icinsc of ropro^raphic services* 

5. lii>t^rovo library .^crv^lc^^ fir collectionf; by keepinp, abreast of current develop- 

inenLs In the field of repropTaphy. 

It Tavticlpate in the budgetary process for the Rcprof.raphy Sectlon# 

2. Be rc^^^pcnnlhle for provi^lrs preservation pcrvices of a technical nature 

roJ^^itod to roi.ro/japhJc prcccssof^. 

m 

3. Provide rcpronrrphlc servicer* indudiu}; multilithins of fnat'^rials# 

4# Obtain nc:ce.^j:cry library materials fnr reprographic purposes in order to 
fill orders KiihiJitted hy other library units and library pati*on??# 

5# Be rt'.-pot.r5i!)3e for the day-to-day c'lre and maintenance of specialized 

6, Issue invofcc»3 rc f;ut r.tinr. pa^/inent to the controller for reproni-.-^phic wrk 

doi^t within Ov^ unit p'M U\ selcctrd reader service* areas iox library 
paJrona and oa^* It''^ r;,cmioiim 

9« Fe rc::pon3lh3e for kvcpiu;; a!»reant uC entreat dcvolopnents In the field 

10, AdvJ£u» c:x tlu^. pitvuhr^st^. an.! rr ntal of npfrcialisfcd supplies and equipment 
nec^Jcd for roprcrranhic procdcrs. 

!!• Conr.ult v.'ith an ! .idvine uthar library units on the lest reprop,raphlc metliods 
Cor any rIvou i t nn;.U!Ct ioiu 

i^2L ^^^^^^ ^ ' Krlat ior rh^nn 



pbjectivr*^ : 



I. 



ERLC 
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2. Special ColtoctionH 

3. Circulation 

4. Publishers 

5. Fquipmctit suppliers. 

Repor t s 

Statistical and evaluative reports as policy requires. 

PerfonT-ance and rvr lunti ve Criteria 

1. Accuracy oC recortlH 

2. Quality of technical vork 

3. Satisf.-'.ctiott of library units and outside patrons rclyinn on the Rcpro{;raphy 

Section. 
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• BIBLICGKAFHIC SEARaiING DEPARTMENT 



Principal Adtntnistrator : Head, Bibliographic Searching Department 
Parent Unit ; Library Technical Support Croup 

Role t To provide centralized bibliographic searching (not including serials) 
in most languages, and other acquisitions and pre-cataloging support 
services. 

Objectives 

1, Improve the operation of all library units relying on the Bibliographic 

Searchinn Departnent by providing efficient and economic service and by 
participating in the establisbaent of policies which further such services* 

2« Facilitate the fiuictioning of library units and contribute to sound finances 
by participating in the maintenance of library accounts. 

3. Enhance tho. effectiveness of collection development by monitoring; requests 

for iTUJterials to prevent unwanted duplication and unnecessary expenditures 
of library funds. 

4. Support the process of collection development through participation in the 

proper acquisition of denignatcU waterinla. 

3. Iflsprove Mbliosraphic control ovor naterinls by participating In mlntain- 
int; records before permanent bibliograpliic control is achieved and by 
partlcipatinj? in the efficient production and maintenance of ptamancnt 
biblloi;r;ip!ilc records. 

Functions 

1. Participc CG In the budgetary process for the Bibliographic Searching 

D^parti tnt. 

2. Select and maintain the bihliofcraphic tooJs of the Bibliographic Searching 

Dcpartnc^ut. 

3. Search requests for all types of mterlals in most languages to see if 

already ordered, received, or in the Library's collections in ROiae other 
edition, and brinj; inforriition found to the attention of the selection 
officers. 

4. Co-aplcte, correct or verify the bibliographic Ijiformation available for 

jnaterir.l rcrueotcd and cstnbMjsh the proce-ssiug entry, using biblio- 
graphic tools when necessary. 

5. Sort na:f»risls» font for cataloflna. 

6. Search r.aorf.'t«5 in prtparatlcn for catolor.lng, including searching in the 

General Cnudor., fi'.-? K-itlon*".! Union CataJog, depository file and other 
source:;. 

7. Provide Library of Coi^nrcis or ot!icr pvallaMc cataloging copy, Including 

ordering, and photof.rai hinr: of cards. 

Q**, Distribute searchj-U uiatcriiiXH to appropriate persons. 
E£J£ 4/20/73 
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9. Maintain the depository file IndudinR sorting, filing, and weeding of 

depository cards. 

10. Translate correspondence received by other Library Technical Support units. 

11. Participate in the niaintcnance of the system providing bibliographic 

control over materials in process. 

12. Consult with and advise stajEf nentbers In service centers and elsewhere 

about pollclts and procedures pertaining to activities performed centrally 
by the Bibliographic Searching Department. 

Key Workln?^ Relationship?; 

1. Selection of officers. 

2. Acquisitions units 

3. Bibliocrnphlc Control units. 

Reports • 

Statistical and other reports as needed to units of the library depending on 
the Blbllosriphic Searching Department, especially to the selection officers, 
and the Dlvisicn of Bibliographic Control and Its sub-units. 

9 

Pfcrfcrmancc ard evaluative criteria 

1, Accuracy 

2, Satisfaction of library units relying on the Bibliographic Searching Department. 

Note 

1. "Serials" refers to all serials except for monographic series separately classed. 

2. "Most lanr.uanies" will Include those printed in Ronian, Greek, & Cyrillic 

alphabets. 

3* Searching, prior to cataloging could include other acce»s points as well as 
the author's name. 
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CATALOG MAItiTENANCE DEPARTMENT 



Principal Adtntnlstrator ; Head, Catalog Maintenance Departioent 
Faront Unit ; Library Technical Support Group 

Role ; To maintain the general card catalog^, authority files and central 

shelfllsts and to provide other services which support cataloging 
activities* 

Objective s 

1, iMprove the operation of all library units relying on the Catalog Maintenance 

Departsient by providing eCficient and economic service and by participating 
in the establisluacnt of policies which further such service. 

2, Facilitate the functlonlni; of library units and contribute to sound finances 

by par ticlpn ting in the cuilntenancc of library accounts. 

3# Improve bibliographic ccncrol over materials by participating in the produc- 
tion and maintenance of permanent bibliographic records. 

4. Facilitate use of the collections by participating in the pr^iparation of 
materials. 

Fun ctions 

1. Participate In the budgetary proce5;s for the Catalog ?faintcnance Departiiient 

2. Participate in raintalnlnR records of the processing sttatus of oaterials ^1 

received in the library. ^ 

3. Maintain the general card catalog, central shelfllsts and authority files, 

including repair of catalogs and the sorting, filing^, correction and 
replacement oi catalog cards. ^ 

4. Participate in monitoring the accuracy and consistency of bibliographic records. 

5. Route cataloging problens and entry conflicts which arise in the filing 

process to tba appropriate person or unit. 

6. Perfoni shelf llftting activities. 

7» Perfom ccntrnllsied recordkeeping pertaining fo monographs being withdrawn 
from the coJloctionse 

8* Co;i^r.tmicate chnu-^/^s on c<\ri\^ to thnzt^ in charge of the catalogs in Service 
Centers nnJ cOsovhore and to connult vrlth and advise staff Dombcrs in 
thosfi ar^as nbi^ut policfcf? and procf^dures pertainln?; to activities performed 
centrally by the Catal* j Maintftnanco. Dapr^rtHf tit* ^ 

9# Revise the fJlinr. of the staff of the Catalog Mt^intenancc Dcpartment# 

Key WorVi n7 {iela^ 1 o:^ CliiCS. 

!• Catalo?^ Kditint^ Dopart!?.ent 

2* Other units and per5;ons in the Divif.lou of Blblior.raphic Control 

3# ScrvlcH nnltf? 

4» Card Production Hcpartnent 

erIc 
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BEST COPY WmiABif 

ITtati^it icxil and other reports hb netided to: 

Dlvlcion of RibHo;^,v;>phic Control and lt^^ «ul>-unita. 
!>• Service uaJt^ 

Pi linn in j; and Syntenifi Offices 

VQtifj3r *^ancc and_ evjilxuxtiye cri teria 
1^ Aco tracy oi records and t'llest 

2. Phv:;lcal condition of records and files. 

3. SnMtjfactioft of library units relying on the Catalog Malnteunnce Depnrtnent* 

NotQ 

1. '^Gonrsral card catalog" refers to the union authoc/tltlc, topical subject, 

:uv\ public .mrlals catalossi, It does not refer t:o the official serials 
iMtalog^ 

2. Ylin unit will file only nev cards in tha public serials catalfos, and is not 

r j,:ponsibla for the filing connected ^^tth serial adding* 
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CARD PRODUCTION DEPARTMENT 



Principal Administrator i Head, Card Production Department 
Parent Unit ? Library Technical Support Croup 
Role ; To provide catalog card production services. 

Objpctivps 

1, Improve the operation of all library units relying on the Card Production 

Department by providing efficient and econoniic service and by partlclpat- 
ioK in the e.st.iblislicmcnt of policies which further such service. 

2, Facilitate the functioninc of Ubrary units and contribute to sound finance- 

by pnrticipatlnf. in the maintenance of library accounts, 

3, Improve bibllof raphic contrpl over materials and fncllitatc research and 

unc of collections by participatlns in the effioient prodttcf.ion of perr.anent 
bibliographic rccordK, 

A. Improve bitilionr t;.hlc control nationally by providing', copies of Columbia's 
cat.'.log cAxda to the :!ational Union Ditalof. and for other nxich project.;. 



1. Participate in the budgetary process for the Card Production Dcpartncnt. 

2. Prodiicc an?! dlritrluute c-Uiiiof, cards foi* the j.^ener«l card catalog, central 

shcinir.uf.- anvl -ccialons service center and elsfwhcre. 

3. Proilucii extra cntalos cards to be filmed for security purpo:?e8. 

Provli'r. the I.V.f icital Union Cata1o,<; and other such projects with cards 
represent in;; Coiunbla's citalocinc. 

5. Consult ^.'Itb and r.dvisc staff mcnbcrs in Service Centers and elscvhcre about 
poltcItB c'lnd i.roccJ'iror. v.hich pertain to nctlvjticn perforwc-.d centrally 
by tbu Card Prctluctlon Department. 

Key V/ orJ: i - !'. f 1 r t ' r t h I r s A. 

1. n;d :t Cnnt-ioJ. i^Jy■~^ U'Ki\t ^^jt. 

2. Cat;-.] -v-in- untt;> 

3. F.cr/Jce center-: ^fe 

4. Suppl I'-rf; of rri-rcr.raphlc equip::<cnt. ^^^^ 

StalTr.t ie.ii and ot!v;r rcportrs or- noc<Iec: lo: 

a) Unitu f'f Ll>" Mhrary in/ojve! vHb tho Card Production Departnscnt. 

b) "atien.a I'.ilen Cntalor. and otNer such projcct.s. 

1, Acct4r>:.*'/ til" r.MwS 

2 , Qu.T 1 iLy of t .'C'. .' <• I wcrl: . 

3, :iatI*if.'.ction ol jjt.rary units relyinr^ on the Card Production Departmcfnt. 
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GENERAL SERVICES DEPARTmi 



Principal Administrator : Head, General Services Department 
Parent Unit ; Library Technical Support Croup 

Role: To provide building maintenance* security, l>urchasiftgi delivery and other 
services vhlch maintain the functioning of the library system. 

Obifectivcs 

1. Improve the operation of all library units relying on the General Services 

Department by providing efficient and econotaic service and by participat- 
ing in the establishment of policies vhlch further such service. 

2. Facilitate the functJoninj; of library units and contribute to sound finances 

by particlpiittng in the niaintenance of complete and accurate records of 
certain library Adralni.';trative Accounts and in the monitoring of their 
expend iturciS. 

3. Promote the security of library patrons and staff and provide building 

italntctiance niu! security by' serving as a liaison with the Department of 
Cuildtngs and Ground£t. 

4. Support librnry operations by obtninin?? and distributing library supplies 

uid equlpoit-nt Xn the cost efficient and economic way. 

5. F»ic il it-.'itft opfintions by maintaining the efficient delivery and shipment 

of library Piaterialo and mail* and maintain the security of such 
materials . 

1. l\n:LiclpatG In the budgetary process for the General Servicers Department. > 

2» Participate In the !naint^rni>nce of complete and accurate records of certain 
library AJ«.!inlntrative Accounts and in moaitciring their expenditures. 

3# Ki^apond to thf security noeds of lil>rAry patrons and staff by cooperating 
closely with the Dapartmcnt of Buildings and Grounds. 

4. Act as liaison vrtth the DcM>avtmont of Buildings and Grounds in promoting 
the srcurjf y nnd tii3int«^nance ot nil library facilities and equipment. 

5m Bo resipons Lblo for the pin-chof:o, rftntal and ditUrlbution of supplies Pnd 

eqaipinont (In coopetatjon i^ith othr-r library .^.taff members when nccesaary) 

6. Monitor the \x^:v. of ^uppllc and equlpiuent. 

7. Acqnlirc kn'r;lec!^;c abnut vnrjous kind:; of supplies, equipment t builditip. 

rnriterial-;^ etc.; xv^c th^n Knowlorlr'*.* to pr^rt Ic^patt? in decision-miktnr 
korp :ihTi?.i^;t: of ncv dcvt^lopncnts Jn these avc^ks; and inforr; other st iCf 
r c vibers npproprlatcty. 

8. hi* tocporxtiLhU: foi* shlp^tii.^ rccoivJunj nail and delivery r.cwices for the 

library r*n:I certain oLiur univerrlty departments. 



9. hi* rc*»pon;;5b3c U'V the I^'faff Lounp.ct. 
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10. Coutrol the li^rary*R petty cash. 

11* Coordinate fire prevention activities and drills for Butler Library. 

12. Prepares nuJtilitb nm.ntcrs for forms used cenorally. 

13. House, nuiintain and be responsible for the security and proper use of 

AdtlrpsBO^'irwfh equipment and plates, and pcrforw centrally Addressograph 
operations. 

lA. Conpftilt with and advlf^c staff isitr.j!»ers dependent upon the General Services 
Depart' jfnt iibout policies, procedures and the status of their orders on 
aUmiiiitftrat Jve accounts. 

Key ro rMi; -^ nr>la{. ;onsM:^s ' 

1. All or;;ani^.nt icnal tmlt.^ and individuals in the library dependent upon the 

CcneiMl Services; Dci^trf nient 

2. Vnivcr^ity luiildings and Grounds. 

Stall 'tfcMl ond evaluative rcportff as policy requires, including one to the 
Flnoncl.il Servic»v'; orflce. 

VeVior: . , e nd^ <.\\: > 1 1: i: Iv ? r r i t-oTia 

Is l .*i'niiiy :.uJ con'icion oi library racilitics# 

2» /"xcuracy of rcrnrtfs 

3# Fr'tl:: faction oi library units relyinj; c?n the Ccneral Services Department. 



SHiPPi::c A.^ REcniviNG sncTion 



Frtnc tpal Adintniet ratct:; Head^ Shipping and Receiving Section 
Parent Unit : General Serviccf: Department 

Role ; To prcvld€» f.hippinf;* tuilllnR and routing services necessary to sialntaln 
the functioning of the library nysten* and some other University 
dcpnrtn.^nU rj# 

Object lv (;s 

1. Improve the oprration of all library units relylnrj on the Shipping and 

Rcc'nivlnr; Section by providing pix^rpt and efficient service and by 
pr^rtiripatiii/, in the ttr.tnblishracnt of policies which further such service^ 

2. Ccnttibtitc to stKmd finincra by monitoring expenditures of the Shippini: nnd 

3* rnclXlt.Mtc ope't*. Lions by nro/lding prompt and efficient delivery and *=;hlp- 
ti^M I of llhravy TuaVcrirJ?; and xr?ail* 



4. En*;urG the socrrity of .^HLor lals nviilcdt routed or shipped* 




Tr^^Tv:. tif iurt.^ ;tn thn budp^ot's- y procesfi for the Shipping and ReccivinR Section. 

2. K>I:.:. :in vi» - .oij :iccv.;r;t.c^ rccor^lr? of expenditures involving the opera- 

tit on of thfj £>h5.^:p3nr, 'int' Kocelvinr. Sactiun. 

3. Be r^sp^^virahle i-o^ thc^ prri>c t packap.lnr»> shipping. , mailing ond routing, 

cf rAUciriris fM^d.t.ca by lUc GlJppfn»: and Receiving Section^ includin.^ 
the eioordlnr^t 1 -n cirnl scl < i^tlin.:: of pickups and doltverie^t 

niblfr for t!ic coT'lrctlon and delivery of libr*:try pntnrlals» mil, 
r-: irvJ c ffML]» ont tor onltr? of the library sy£;tcm and v.o.net other 
ci* rb- l>.,«vr.-n tty • Staff in other unite v.'ili assufT>c this respox>.«5i- 

bi^Jfy '-hen v'^wncy rrr-'jiruii (e.Rt, the expeditious distribution of pay 

clu «'*.:• :;) ft 

Be res '.ni ibJc foe the pruper receipt or redirection of materials delivered 
to rlif- S1rJ.pp:l;H-. nuJ Rt cir^Ivin:; Section. 

6. ComiT 't: \::.lh n ^ ; .o ..p'-r-t? ceprjv^ ' v? t^^^n the Shlpplnr^ and Uecelvfn<: 

c^i... vl-fM' .i o of ; .-.r\'- '..'j; for v^^Jch the Phifpinf: urA Kt!ceivlnn eoc*;:lon 

Ke r : ;» >:-!:; -;^ Y - or ^Iv:- :v; l'M'-;t H ?! r.. r-ee .^mn p^ytJ'Icnl r^rr-^n'V^-'^^nt of 

k.^]^: V.'v« * Ij C^r- r.^;,^^^tn7 at*'] r ?eivii\f^. iirw avMltlti^* collection 
cr iv\-^"y. 

c« I... • i-'. n n- J-r tit* s-..t::iv t!. - rbiTv^tn^ -inc? receiving. :<rona su^*.;»lfes, 
f.,! , f. -l- vJr^iv. '«^n (ji!rJr?Mr»K the U.S. rail). 

TT'^A^V i "'-..t i'l^' -.v i' -Ji: in to.- >ilr;!ry involve*? i;lrV| s^c 
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Shippinp, am! Rt!Co5vlnr. Soctlou. 
y.S. Vot.i office. 



2. 




I !r'nnr t« 

Statistical riuJ otl.or ipports a.s n.;cd£»tl to* 



ft. Otiior uniti? o( tlici libsMry involved with the Shipping nnd nccoivin?, 
Sod ion. 

b. Unlver^jlty cu'i 'trtmonts housed In BuMcr Library. 

c. U..S. Pnst OlUce 

Pt vfori'irino ' . J ' • V i rvrjjj ' • ' :t crj r c* r 1 .1 

1. rtcmntr riis and ci - Icicncy or delivery awl collection of library r.iate.rlals 
Prohfiiy iw h.u-.dls'wn Uiil and other ruterinJs, 

3. Qitclif y of work. 

4. Gatii^'nct son of all units relyin^^ on the Shippinf. and Ueceiving Soction. 

l<ot c # 

Ct f-r iwil' ox -ity dcprati t-ats .ira thont- hcHif?«d in B'.itlcr Library, Including 
pr£<l'c»j;co»-.-; \.'iO hr.vc t'a Tr oiCic'*^ there. 
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V 1.1 

LIBKARY SERVICES GROUP 

Prlndpl Administrator ? Director of Library Services 

Office of Che Vice President for Information Servicers nnd 
Parent Vni t; university Ubraricn. 

Rolo: To provide! library services to morobevf; of the acadcaic c^0i:4<miLy in 
the humanities t social sciences and scieneas. 

OM ectlvcs 

!• Aid clientele in fnaking the best possible use of library resources and 
services. 

2. Create an atnosphere conducive to shudy and research. ^^|^ 

y, Provide mat:^ri3ls promptly and efficicentjiy. 4^ 

4« Foster close relations between the Center 3, students and faculty. 

5. Create an af.iflOspli<:<re for and a tradition of good set vice araong the staff. ^ 

Ftmct ion r 

1. l«t^^'eJoi♦ ar.i! enforce policies regarding iise of library collection?, services 
and UiciliLiea, 

2« I^ake budget reccMsnaudntions and control budgets for units and siacf in the 
ser vices area. 

3. Operate, the subject cantesand coordinatct their activities. 

4. Act an a liaison between readers end tho Resoi\rces t^roup. 

5. Itaintofn library facilities In conjunction with the Tuichnical Cuvpott Croup, 

6. Estr.Mlfih policies for Rafcj:.c«rdinn tho ccllcctloitB and for the prcteccion 

of library and ptirsonal property. 

7. CoonUns^te f>taff training pro£vains in thu services area. 
Key V ^ o .r k tu ", Uel r t i gnst > tpg . 

1. ReocitrV.rs'niW VrcYu-Jical Support Croupn avid library unitn deolf.nated ptt 

Distinctive ColXfccions, 

2. Reprcr.onta fives of the faculty and studrsut body on linprovlng cw\ rcflnina 

services to library users. 

3. A'=?sint.; )it Univcis-U y llbrai'inn for Tlanning on buc»j'.cfxi.ry tnatrcv^, 

4. Asjs-intv'Mt U:?ive.rs3<y Li'brnrian for Pprycnt.cl on £"13 Matters relAting to 

perstirjnol policiir, xrirhln the Service-^ Croup. 

Report: s 

Statistical and cvaiuiClvc rttportf; as policy Tcqtiiri^s. 

P erfo r r.i:j i-r.c r. » i « t ^y^: C x Itj . • ; • ir^^ 

1. Snni'.. • r.» ir.u -n ^:- .^i<.rs* nvi.\*.:i. 

2. Protect jo.i cL itatt-riali; •lf,a-;^^^.^ loss. 

3. PhysU-. l cunditioix ol faci?>tfoj-:. 

4. Ucli4'*l»ll3.ty ar.H :i;»ecd of scrvlctc. 
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KWtANISTIC Alfn HISTORICAL STUDIES CE?rrSP 

Principal Adciinistrato r: Chief, Humanistic and Historical Studies Center. 
Parent Unit : Library Services Croup 

t^oXe t To prlvide library service to the acndemic community la the areas of 
humanistic atid historical studies. 

Objectives 

1. Aid clientele In miking the best possible use of library resources and 

services* 

2. Create an atmosphere con'lucJve to study and research. 

3. Deliver materials promptly aiid efficiently. 

4. Foster close relations betureen the Center, students and faculty. 

5. Create an environment for and a tradition of good service amons; the staff. 
Funct icnn 

1, Operate, the Ccnver and coordinate services In the Allied Libraries, 

2, Provlou Infon.iatioii of a gpnoral Introductory nature to orient users of 

the libraries, 

3, Provide reference assistance. a.. 

4, I'laintaln cacy access to collections. 

5, Obtain n>atc:ial not In the libraries accord ins to establl«;hod policies. '^Z-^ 
6* Kaintain security of collections* 

?• Issue library permits In accordrmcc with eRtablishod policies* 

8* AsBist in prcparins and controlling budpcts for the units of the Humanistic 
and Hifjtorlcal Cantor and its Allied T^Ibraries^ 

Kfcry^ Vot ki He j ntioi t/'ihlpa^ 

1* dthor Center iUroctors 

2. Coord in to:: of Iti.r.cnictlonaT Prop.rans 

3* Chioi ^vsources l.Il.rrrir.n for the l{u^^*nif?tic and Historical Studies. 

4. Catalc^i^ors o£ tlir.- suruinistlc and fiifttorlcal Studio.'? 

5. A3 thc! need arif;cf?, committed^ of faculty and students 

Rnporrn * 
Scati5;Mcni and cva3u:»tive rcportu as policy requires* 

!• Snt.i f: lion oi nc^.'j* 

2, Protoctioa of rc.trri.::ls ai.oinnt loss* 

3* Thy wionl condition of faclliilos* 

4* Kf-ll.-^biJity and r:pr»;.»d of service. 
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ACCESS SERVICESDEPAim32}rr. HUMANISTIC AND 
RlsroniCAL STUDIES CENTER 



Principal Admlnlstrator t Head, Access Services Departnent 
Parent Unit ; Uutnanistic and Historical Studies Center 

Rolftr To provido e.isy ncccsa to mnteriale in this Department, general informa- 
tion reuardins their use and centralized interlibrary loan service. 

Objectives 

1. Aid clientele in raakinp the best possible use of library resources and service. 
2* Maintain au atnosphcre conducive to study and research* 

3. Deliver materials promptly and efficiently. 

4. Foster close relations between the various units pf the Access Services 

Department. 

5. Creat«3 an environment for, and a tradition of good service aisong the staff. 
F uuctlora 

1. Adnilaistcr the operation of the separate units that laalce up the Access Services 

Department of the Center. 

2. Maintain eosy access to the Department's collections. 

3. Ensure that materials are made available proirptly and efficiently. 

4. Participate in d«velopnent of service capabilities In the Hunianistlc and 

Historical Studies Coatcr and in particular for the units of the Acceas 
Services Department. 

5. Enforce poJlcles developed by the Services Group regarding use of library 

collections, serv*ice£; and facilities. 

6. Act as liason between readers and the other Departments of the Center and 

other units in the Services and Resources Oroup when warranted. 

7m Coordinate the pronratns of the various service units in the Department for 
the delivery of materials to readers. 

8. Maintain security of the collections. 

9. Provide information of a general Introductory nature to readers. 

10. Participate in planning budgets dnd administering funds allocated to the 

Departtncnt. 

U. Ensure th-^t procedure jn^nuals are kept up to date by the service units of 
the Dcpar truant. 

12m Administer ccntraline^l Interlibrary Loan. 

13. lasue library permits in accordance with established policies. 



Key Working Ralattonshtpa 
1. Personnel Office 

2« Su[>er\'lsors of units in the Access Services Departm^t. 

3. Catalogers of the Humanistic and Historical Studies Center* 

4. Librarians of the Instructional and General Reference libraries 

5. Students and Faculty. 

6» Collection development librarians. 
7. Building T.ialntenance 

8* >iaterials Processing Department in Che Technical Support Group* 

Roporfcg 

Statistical and evaluative reports as policy requires. 

Perfomance and Evaluativo Criteria 

1. Satisfaction of readers' needs. 

2. Reliability and speed of service. 

3. Protection of materials against loss. 

4. Physical condition of facilities. , 



CimnATIO!^ SECTION ^ 

Principal A dmlntstratcr t Head, Circulation Section Hunaristlc nad Historical 

' " Studies Center^ 

Parent tin it 8 Access^ Services Dcpnrtt&entt Hun^anistic and HitstoricAl Studies Center. 

Roloi To provido circulation services to tnentbers of the acadciaic cosur.unity* 

pblectivr^tg 

J. Fncilitnte usa of library materials. 

2» Provide material pron^tly and efficiently* 

3. Create an environticnt for and a tradition of good service ai^.ong aha staif • 

I* Enforca policies regarding the use of library collectionsii ^crvicuSt, and 
facilities. 

2. AeaLst in the cisintencnce of 'library fcciirti^a. 

3* Enforce policies for safentu'^tding the collections and for the prot«^iCtlcn of 

libr.iry and percvnal property. <P 

Control the circulation of materials and maintain tht neccf-ynry records. 

5. Kalntnin eai^y access to the colluctions and assist in locating!; materials. 

6. Provide, circulation services such as pornonal reserve notices^ recalls^ and 

overd.'Li noticcr>. 

7. Provide rapid and accurate shoivinfi of nvitarial pnd nsce^cnry sh'^lf rcndlrs 

for the Contorts collections. (Central slacks only) 

8. Provide for regular inventory and search for missing; r^itcri^ls. 

9. Search r^nd retrieve requested interlibrary loan ioaterlals* 

Key Work '? t ^ nclationy:hir>s 

1. Faculty^ ctuc^oitH and ntaff. 

2. Ottirtt UTiits in Acc/i?t» Services. 

3. KoCorc^rcc n.?part^' iit in the Center. 

4. Cirrrli'txcm Uniti^ in other Center. 

5. Rerctirce Group in r nttcrs of pxeservatloa, rcplaceiacnta and related activities. 

6. Persoanol Office. 

Circuiatlca statistics. Other statistical and evaluative reports as policy retinites. 

l!££(2r: LV i ili^&T:.'!/ > 1 1 v e Cr j t or 5 ^ 

1. Salt. * .-Son o£ r:.i<lcrs* nrods. 

2. Rcli-^bxiity and rrcod of fc*ervice# 

3. Security ol colliti ttox.s. • 

4. Co';t i.»fiectivenf*.:"s. 

Physical conditioni of facilitie»s# 
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DOCUMENTS ROOM 
Principal Admiw i sf.ratpC ! Supervisor, Docunencs Uouiu 




Part^'At Until Access Service^' Lrpartmont, Humanistic and Historical Studies Ccntc 

JSSLIjS,* To taalie available to a wide v.Tiety of users, indudlnn the general public 
a llriitcd numbei: of documents. 

Obj ectives 

1» Aid rnadera fn laakinR the best possible use of the Pocunients Room. 
2« Create an ntiaosphere conducive to study and research* 

3. rroviJe mterials and siniple inforj-ation promptly and efficiently. 

4. Assist in t^aotlns the ohtlRatiofis and rcsponsiblities incumbent upon Columbia 

as a tnduiral depository. 

1. Arraniic and maintain stacks and files of the Documents Hooni. 

■ 

2^ PrccoMS doctiatonts for use in the Documents Room. 
3# Supply requested mtfttlals to readers* 

4, Answer rlupJe infomiational questions about documants; refer le&s slmnlc 
quesMoun to tha Ccn:*ral Refer cnco Dapart^nent or the appropriate unit* 

Ke^\rc>r1;lnT R<'3 tlonishlp?^ 

2. Ctnorai Uoff r^nce Department and other reference depart^ncnts tliroughout the 

systcsi* 

m 

Ren ortn 

Stiitifitlcal and evaluative reports as policy requires. 

r etF oiin r-ine An Kva l^tfati v c: Cri ^ 
!• ^Satisfaction ot u^t^re' n^^icds* 

2# Protection of xraterialf. an-iin^t loss and deterioration* 
3* Physical condition of facilities. 
4* Reliability imd speed of service. 



ufum 



INKO:i^i*VTION ANn UBitVRV mVlLEGES. Si-:CTION 

Principal Admlnl«?trator ; Head, Inforifiatlon nn<J Library PrlviaegGs section. 

IBI^SJMX' Access Services Department, Huinanletic and Historical. Siudles Center 

Rolfc^ To facilitate azccM to the Univc;rnlty UUrarics by dirRsir.in.itinr f»Gnercl 
infomatloii mv\ r.rantlna library privileges to qimlii.ted readers. 

Objectives 

1. Provide a contriil source of general infernal' ion which will aid rtniorr i.n the 

wse of the librarloa, 

2. I'rovlUo u.nT uf this University liU-aries to thone pot itk the Uoit^ersity 

cor^unlty vrho arc clir.ible to use its collectiono. 

3. ^taintal.n rn office vhore solutions to particular readers' ^a-oblePT. vr^y be 

expedited, 

4. Create an atwiosphcre of helpfulness to the reader. 

F u nct/fjons 

1. Give ceojiiMphical directions to uaevs. 

2. Refer uRers to appropriate places, both in the Itbrarios and the Uni.cirsity, 

v;hlc.h will t^atisfy their needs or answer thtir questions. 

3. Produce publications t;hich will nerve as policy utatetnents or guides to tho 

library collections. 

4. Publicize services offered by the libraries. 

5. Participate in the development and Jiuplcmentation of Aibran^ privilf^f^.s f>ollcy. 

6. Issue readers and borrot/ers cards. 

7. Coordlnstc and control the assignment of catrcls and cubicles, and Irsue 

cubicle keys. 

8. Identify user problems and report them to appropriate staff mecibers for 

solution. 

?. Coordinate and distribute library schedules. 

10. TIalntain and coorditutc records for the F-Invoice operation. 

Key t rpr 1: i n n 1 •. t ton ^hipji 

1. Kefftrciice i»«U In^tri'ct^onal Services Departments in all Ccntem 

2. Access yor vices Dei-nrt-ifnts in all Centera . 

St'itlscical arid evaluative reports jcis policy requires. 

?yxlL'.P.y^^lSP:iJ^i^]j^ Cr itori a 

1. S.'.ti3t acLron of riM.tioir;' nncvir.. 

2. Kclinlinity .'mtl speed of service. 

3. Hiyrlcol cf-><1ition of lncilit5es. 

o 
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V 2.11 



INTERLIBRARY LOAN SECTION 
tgtticlpal Admtnlstrator ; Head, Intcrllbrary Loan Section 

Parent Untt » Access Services Department, Humnnlstlc and Hliitorical Studies Center 

Ro|eJ To increase library resources available for resenrch by conducting, borruw- 
Ing and lending transactions with other libraric^s, both on a national 
and Intematioual scale* 

Obleetives 

!• Hake available to Coluuihia researchers material not hold by the Columbia 
Libraries within established policies. 

2. Lend as much material as possible to other libraries In accordance with 

established policies* 

3. Create an environment for and a tradition of good service amonj; the staff. 
Ftinctions 

!• Operate the Xnterlibrary Loan Office. 

2. Participate in establishing Xnterlibrary Loan Policy. 

3. Locate, obtain and deliver for wrapping all warerial to be sent to other libraries. 

4. Search the card catalog and report Columbia locations to requesting libraries 

in the City by telephone. 

5. Photocopy or arrange for copying material to be sent In this form lu lieu of 

* lean or by special agreement. 

6. Locate and borrow material from other libraries. 

7. Kaintain a system to facilitate use of borrowed materials. 

8. Maintain accurate and complete records of all transactions. 

9. Ensure that all material borrowed or loaned is returned on time and in Rood 

condition. 

10. Make arranf;eraents for reprography of materials borrowed according to established 

policy. 

11. Keep necessary statistics and oth(»r records, including those required by the 

New York Xnterlibrary Loan contract. 

12. Search the Weekly List of Unlocatcd Research Items and report to the N&tional 

Union Catalog. 

13. Recommend acquisition of material to the appropriate unit of the Rcnources Group. 

Key Worktnff Ro Tat fonr.hip s 

1. All Colun;hia Librrri'cs. 

2. Reference ncpartiucnt, Center. 

3. Circulation Department, H&H Center. 

4. Repro«^raphy Unit, Technical Support Group. 

ERIC * 4/13/73 
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5, Shtfplttn/Rt'colvinp Unit, Icchnical Support Group. 
6» LlLraric.4 t«»ic»ui',hoat tha country and abroad. 
>. national Union Catalog,' Library of Congress. 



Kegortr 

1. Ititorllbrary loan statistics 

2. NYSILL Statistics 

3. Statistical ar.U other cVfiluatlve ropores as policy roquircs. 
Porf cr^rnnce and Kv^'Tua r lyg Ji'rlttrrla 

1. Acrurocy ufl;ri. rchinn and rrportlnj? cn inaterial requested from Columbia. 

2. Si'ccess in outriiuine. material frora othar libraries. 

3. Ri»llabllity r.nd sp^s^d of service. 

4. Accvtrncy anU cf3:j>plisteness of records. 

5» ConrMtiot> of n;.iccr-f.ii r^»tur:aed to «cnd«r. 

6. rulfrlllm-nt ^^^^ State Intcrlibrary Loan contract. 
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mcRorosM section 

BUMANXSTIC AND HISTORICAL STUDIES CENTER 

Principal Administrator ! Head, Hlcrofona Section Atnaulatlc and Historical Studies 
^ Center. • 

Parent Units Access Services Departaent* Humanistic and Historical Studies Center. 

Saig: To provide proopt, accurate, and efficient access to the Center's 
nlerofom resources. 

Objectives 

1. Aid clientele in making the best possible use of the microform resources 

and services* 

2. Create an* environment for and a tradition of good service among staff. 

3. Create an atmosphere conducive to study and research. 

4. Provide fsa.terials protsptXy, accurately and efficiently. 
Ptonetlons 

1. Make avaUabXe promptly, accurately and efficiently the Center's collection 

of microforms. 

2. Kaintaln the microform collections and their storage facilities in good 

physical order. 

3. Implement the Center's program cf maintalnlns the security of collections 

as they relate to the Section. 

4. Make available the machinery needed for reading nierofonos and provide 

instruction on its use as required. 

5. Ifaintain the Section's machinery in good working order. This Includes: 

(A) Regular and periodic dcaalng. (B) Rp.placeaicnt of paper and minor 
parts. (C) Securing outside tochnlcal maintenance assistance promptly 
for larger repairs. 

6. Provide directional assistance and general information about the unit and 

its collections. 

7. Ifalntain bibliographical records for the collections and assist patrons 

in the use and interpretation of these records. 

8. Prepare prints from microforms. 

9. Participate in formulation of policies governing the servicing 8n«3 main- 

tenance of the microfoxm collections and equipment. 

10. Participate in consultations leading to the acquisition cf new equipment. 
Key Working Relationships 

1. The cataloguer's responsible for original cataloging of microforms in the 

Bibliographic Control Division. 

2. The Reprography Unit of the Preservation Departnpmt, Support Group, 

3. The Microform Unit in the Social Science Cmttcr,as well as the individuals 

and/or units in charge of mierofoms in the various libraries. 
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A* Oucstdc n^lntenairiee personnel called in for repairs. 
5* The inter Library Loan Office. 

6. The Zfonosraph Ordar/Reeeipt Unit and tlte Serials Order/Receipt Units of the 

Support Croup. 

7. The Financial S?rvicest Unit, Flaunias Office. 
6* The General Reference Departi&ent. 

Reports 

Statistical and evaluative reports as policy requires. 

Performance and Evalnative Criteria 
!• Satisfaction of readers* needs. 
2. Reliabili^ and speed of service. 

3* Protection of the collection against deterioration and loss. 
5. Physical condition of the facilities, especially the state of repair of 
the machinery. 



PATERNO LIBRARY 



li-incl;r.-il Head, I'aterno Library 

.Parent Ufff t: Access Services Department , Humanistic and Historical Studies Center 
Sole; To provide easy access to naterlals located in the Patemo Library. 
Object Ives 

1. Establish procedures which emphasise simplicity and ease of access to the 

collections. 

2. Aid clientele in making the best possible use of library resources and services. 

3. Create an atmosphere conducive to study. 

4. Deliver materials promptly and efficiently. 

5. Create an environment for and a tradition of good service among the staff. 
Functions 

1. Operate a simple and efficient circulation system. 

2. Enforce policies regarding the use of library collections, services, and facilities. 

3. Provide reserve book services for courses in Italian literature. 

4. Provide information of a general introductory nature to orient users of the library. 

5. Maintain cacy access to the collections by providing systems of r&pid and accurate 

shelvitig,and by developing on-going stack maintainance programs. 

6. Maintain security of collections. 

7. Act as liaison between the clientele and the Resources Group for collection 

development. 

6. Keep the collection in good condition. 
Key Working Relationships 

1. Resources Librarians for collection development. 

2. Resources Librarians for cataloging. 

3. Bindinf? SocMotj, T**rhnlpnT Stin«ort Hrovp, 

Reports 

Statistical and evaluative reports as policy requires. 

Perfonnancc and Evaluative Criteria 

1. User satisfaction 

2* Reliability and speed of service 

3. Protection of materials against loss 

4. Physical condicion of facilities. 



o 
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Principal Administrator ! Supervisor, Periodicals Reading Room 

Parent IHiit ; Access Services Department* Humanistic and HistoricaX Studies Center 

Roie: To provide for easy access to current periodicals and newspapers for the 
Humanistic and Historical Studies Center. . 

1* Establi&h procedures which emphasize simplicity and ease of access to the 
collection* 

2. Provide new materials promptly and efficiently. 

3. Improve bibliographic control over materials by aaintaining accurate 

bibliographic records. 

4« Create an environment for and tradition of good service among the staff. 
Functions 

1* Maintain easy access to the collections by providing systems of rapid and 
accurate shelvlttf^. 

2« Participate in the selection of periodicals housed In the Periodicals 
Reading Room. 

3, Participate in development and Implementation of security procedures. 

4, Prepare materials for binding following established guidelines. 

5, Forward replacenient orders and claims to the Serials Acquisitions Section 

for appropriate action. 

6* Weed newspaper collection microfilm copies arc received following policy 
established by collect ioi? developers. 

7. Assist In filling requests from other library units for photocopies. 

8. Kalntain telephone directory collection and leisure reading room. 

t#.„ t»„..f.j„.. . 1.*.. ~ 

I, Technical Support "Croup, especially: 

Serials Acquisitions Section 

Binding Section 
2« Resource peisonnel engaged in collection development 
3. Reference Groups 

Rep orts 

Statistical and evaluative reports as policy requires* 

Perforirn nc p a*- * Evf luatlve Crl tcrla 

1, Sat isf action of uhr.r's nct?ds. 

2, Protection ot niateirlals against loss. 

3, Physical condition of facilities. 
^ 4. Reliability and speed of service. 

LC 4/13/73 
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Pftticlpal AvI.tinlatr.iior i lluaJ, General Reference Departncnt 

r.irort lV.lt ; I'u; Jnir.tlc and Iliarorlcal Studies Center 

Rele t To provide a wide range of reference services to ttie University 

community » with emphasis on the huBtanlties and social sciences* 

Objectives 

1. Frn:.oi:e in t!io ccndcrlc community increased awareness of the available 

library resources* 

2. Provide accurate and efficient reference service* 

3. Relate library resources in the Humanistic and Historical Studies Center 

to instructional and research activities. 

4. Promote the effective utilization of library personnel in providing 

reference service to the academic community. 

5. Foster close relations between the library and the academic community. 

6. Create an environment for and a tradition of good service among the staff. 

7. Create and maintain reference resources to support present and future 

needs of the University. 

Functions 

1. Help the University community to take maximum advantage of library resources. 

2* Assist readers in the interpretation of blbliografhlc records and 
reference tools. 

3. Provide information enabling readers to locate and effectively use library 
materials* 

A* Develop and maintain the reference collection with recommendations from 
collection developers in the Resources Group* 

5* Participate in developing bibliographic and instructional aids* 

6. Part Id pate In tlic Jcvclc;: int nnd inplc" tntation of collection and 
preservation policies. 

7* Recommend materials for inclusion in the library collection. 

8. Provide consultations on specific research projects* and act as a liaison 

between clientele and resources personnel* when necessary. 

9* Verify and locate materials not available in the University libraries. 

10. Maintain a cumulative bibliopiraphic file of Columbia University doctoral 
dissertations* 

Key Working Rolatlontthlps 

1* Members of the University community. 
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3, RccowrcoM Crotjp: 
a« cataiojjcrs 

b* Resource Ucilization Office 
c* collection dcvolopcts 

Reports 

Statistical and evaluative reports as policy requires 

rorfofpance nnd Evnluariygi Criteria 

1. SatlKffif;tion of ro;n1crs* nf>ods« 

2. Reliability and speed of service. 

3. Security of collections. 

4. Physical condition of facilities. 
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INSTRUCTIONAL LIErjUlY ^^fij^ 

Principal Aatiiiiit,trator ; Uead« Instructional Library 
P«ircrt unft t Kut .tnistic and Historical Studies Center 

Role: To nake available the collections basic to the needs of the University's 
undergraduate and beginning graduate students^ with emphasis on 
Humanities and Social Sciences. 

Ob3cct:lvos 

1. Establish procedures vlilch eaphasize simplicity and ease of access to the 
collections. 

. 2. Aid clientele in making the best possible use of library resources and services. 

3. Create an atmosphere conducive to study. 

4. Deliver materials promptly and efficiently. 

5* Create an enviroiu&ent for and a tradition of good service among the staff. 
Functions 

1. Provide a simple and efficient circulation system for the library. 

2. Provide reserve services for the Humanistic and Historical Studies Center. 

3. Provide inforuiation of a general introductory nature to orient users of the 

library. 

4. Maintain easy access to the collections by providing systems of rapid and 

accurate &holvlnR, and by developing onsolnr stack ratntenance proRratus. 

5. Maintain security of the collection. 

6. Work with the Resources Group in developing the collection, both by assist- 

ing in selection of new titles and withdrawal of out-of«date and unused 
material. 

7. Participate in planning the budget and administer the funds allocated to 

the library. 

0. ruTi.sl tl)0 c.Ul of raauTLy, studoata, and sttiff In suCiiestins new titles and 

titles to be td.thdraYcn. 

9*. Create files of course and deparitrcntal reading lists for use in book 
selection. 

10. Determine needs of the library's users. 

Key Worklnp. Relationships 

1. Coordinator of Instructional Programs. 

2. Resources librarians for collection development and cataloging. 

3. Support Group: 

a. Head, iiibllographlc Records Production Department. 

b. Heads of the Binding, Facilities and Supplies and Data Control sections. 
A. Systems Office for autcmation programs. 

o 
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S* Personnel Office. 

6* As need arises* committees of faculty and students* 
Reports 

Statistical and evaluative reports as policy requires. 

Perfoncance and Evaluative Criteria 

1. User and staff satisfaction. 

2. Physical condition of facilities. 

3. Reliability and speed of service* 

4. Responsiveness to university's c ha ng i n g curricular needs. 



fJUSIC LIHRARY 
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Principal Administrator ? Head, Music Library 
Parent Unit : Hur.mistic and Historical Studies Cenrer 

^le t To provide library services to the academic eorammity in the areas of 
Musleology, Ethnomisicology, Theory aodL Coaposltion. 

Objectives 

1. Build and maintain library services and resources to support the 

instructional and research needs of the Uiiiverslty, and especially the 
Department of Husic. 

*2* Create and maintain a bibliographic control apparatus which permits the 
full use of the Music Library's resources in the most economic and 
efficient manner. 

Establish policies and standards for bihliographie control for the Music 
Library. 

4. Establish procedures vhlch es^hasise siaplieity and ease of access to 

the collections. 

5. Create an atmosphere conducive to study and research. 

6. Aid clientele in making the best possible use of the library's resources 

and services. 

Functions 

1. GENERAL 

a. Participate in establishing library policies. 

b. Enforce policies regarding the use of library collections, services 

and facilities. 

c. Kaintain easy access to the collections and assist in locating 

materials. 

d. Enforce policies for safeguarding the collections and for the 

protection of library and personal property. 

*e. Establish and enforce policy of bibliographic control in the Music 
Library. 

2. ACCESS SERVICES 

a. CIRCniATION 

1) Control the circulation of materials and maintain the necessary 
records. 

*A11 music materials are cataloged and processed in the Music Library. See 
the description of the Music Cataloging Department in the Bibliographic Control 
Division. 
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2) Provide circulation services such as recalls, reader 
request holds and ovcraues nociccu. 

9) Prepare and process F-lnvoices* 

4) Provids rapid and accurate shelving of nateriale and necessary 
shelfreading of the collections. 

S> Provide for regular iaveatory and searches for nissisg natcrlals* 

6) Search and retrieve Interlibrary loan requests. 

7) Place requested titles on Reserve, narking volumes and catalog 

cards according to established guidelines. 

8) Collect and process fines accounts* 

9) Service phonoreeords and tapes to autliorized users, and report 

faulty listening equipnent to the Office of the Depactnent 
of Nttsie.^ 

b. KAIERIALS PROCESSING 

1) Type, file and fot«fard serial and nonograph orders* 

2 

2) Search all orders prior to subaltting to Acquisitions Section. 

3) Prepare phonoreeord orders for processing throu^ the Music 

Department and University Purchasing Offices. 

4) Accession all materials forwarded by the above units. 

5) Approve invoices for payment* 

6) Review check-in and order files periodically for claiming 

missing material. 

•7) Provide cataloging, original and with available copy, for 

monographs and serials, documents i mitsic scores and librettos 
microfilm and mierocardst Columbia University M. A. essays and 
doctoral dissertations, phonoreeords and phonotapes in all 
languages except oriental. 

8) Process all of the above materials for use including letter- 

ing, plating, pocketing and stamping* 

9) Prepare and file catalog cards for the ^^usic Library catalogs 

and prepare sets of cards for the General Library catalog. 
(Done in conjunction with the Card Production Unit.) 

Recordings are purchased on funds from the Music Department which also sees 
to the maintenance of the listening equipment. 

No further searching of Music Library orders is done by other units. 

See description of Music Cataloging Department in Bibliographic Control 
Division. 

5/U/73 



10) Maintain departmental catalogs and 8hdlfli8C» including 

notification to the Catalog Department of additions » changes 
and withdrawals. 

U) Prepare materials for binding following established guidelines. 

12) Accept orders and collect fees for photocopying work. 

13) >taintain and make available the library's collections of 

microforms* 

14) Maintain the microform reading equipment in good working 

condition. 

C. REFERENCE AND XNSTRDCTXON 

1) Answer reference questions in person and by telephone and nail. 

2) Answer general and informational questions. 

3) Provide consultatltfns on specific topics > chiefly with doctoral 

candidates. 

4) Provide tour and orientation instruction. 

d. COLLECTION DEVELOPMENT 

e. Select the following materials for inclusion in the Music Library's 

collections and reporting same «diea requested to the Resources 
Group: monographs and Eerials, documents* music scores and librettos, 
microfilm and microcards» phonorecords and phonotapes. 

Key Working Relationships 

1. Personnel Office 

2. Library Technical Support Group 

3. Interlibrary Loan Unit 

4. Resources Group, especially the Music Cataloging Department. 

5. Library Committee of the Department of Music. 

Reports 

Statistical and evaluative reports as policy requires. 

Performance and Evaluative Criteria 

1. Academic coimunity*n satisfaction with services. 

2. Reliability nnd speed of services. 

3. Protection of materials against loss and deterioration. 

4. Physical condition of the facilities. 



* The library has no photocopying equipment. Requests for such are handled 

by an employee of the Music Department on a machine in the School of Arts 
which sends monthly Invoices to the Music Department. Fees co.Xlot:tcd 
in the library arc turned ever to the Mur;jc i;cpnrttnrr.t at the cud of 
each month. Thin ncrvlce is av»nllab.le tlurlnn the Winter and Sprlnji 
i<!n3S only. 



ERIC 



5/11/73 



o 

ERIC 



V 2.27 

Sa»OOL OF LIBRARY SllllVICK LIBrJvIiY ^ '^Cf^ 

Princip al Adnln i ntr a tor t Head, School of Librai'y Servlc«t Library 

Pare nt Uni t; Hui.ianlstic and Historical Studies Ccintcr 

Relet To atti^.-i^pt to ooirvc hti a llhtriry of records In the field of 

llhitiry and inf ori^.ation *^cionce. To service the rcscc^rch and 
inr.triini:?ortrl nocM!s nf the rtuucnto> faculcyt and alut.^ni of the School 
of LJUroLv Service as vc31 other ner.bc^rs of the "cadciaic cor.4?mnlty 
rcqul line listeria Is housed in the 3*ihrary« 

1. CoJIcrit cr-trn?Jvcly in c*ll i^eRtern AumuaRos tnateriols rc,*^ardlecf> of format 

In tho ^^r*::': oi library oud inforr.aclca scltinco. 

2, Provide libx-ary s^rvlcun and roBoucries; ir the post ufficlrnt pusalblc. 
3* Crrntc an aiir.uftpTiera ccnducXvc to affoctlvc Btudy and rcnMrcb. 

4p Fostc*r thc» j>rovlnlon of j>ocd scrcJco by all luriubors of th^ .staff. 

5. Ericourata cordial relationn and pood com^unicaticits bctveari the I^ibrary and 
the acadeaJc co.r.munity» 

Rwct ioriB 
1. General 

a» Partic.qinte in tbc forinitlation of library poli^>»t 

b. interpret and i»niorce x'ule« and ror.ulntiou.; rcsuvd^.n^; library ucor 

c. Maiatnin the security of the colloctlo:>a. 

dt Enforce policiea for the protect Jon of library and p^irsonal property 

and i^crrurity of library stntf and patiTi^d. 
Ct Act ar^ llaloun Ictv.ocn the School of Library Service and the Llhrarloa 

as a v;ho3e. 
£• Cooiplle departmental atatlaticc* 

2« Access Servicc« 

a. Circulation 

1) Ilonitor the use and circulation of materials and maintain 

approprlatrc records. 

2) Provide circulation services such a?? recalls^ reader, requnsu 

notlf lcaticms« and overdue notices. 

3) Prepare F-lnvolces 

/♦) r.^arch missiln}; materialr regularly. 

5) Collect fines and %;ritn receipts. 

6) Process intrrllbrary lo^n requests and review inatcrlalA for 

lendabxllty. 

b. Reservotf 

1) Plstrlbute rencvve requer%t iorms to faculty tnemhers prior to 

each semectc*:. 

2) Cntlicr roqn4»;vJcd ro^crvc i^ntorjtljj. 

4) ;';.rk r^itC. r.i!'i r.viil ::!>.» iv.v i^rM.ic rri.ercnco uyUabi rml rc:\ui\v,\ 

li^tf;. 

W Prepare re::crvc mtetialr, pby^^jcanv. 
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Provide service and instruction for special 8*'o«ps of audio-> 
• visual cquipn^cne put on reserve for 8hort*-tcnii projects. 
^faintain permanent, arcliival file of old nyllabl and readings 
lists. 

Review reserve collections regularly in order to remove materials 
and records no longer needed. 

• Collection Mniixtenance (done in conjunction with Resources and Support 
Per Sonne*!) • 

a. Shelve materials rapidly and correctly. 

b. Shelf read ihp. collections regularly. 

c. Take inventory of the collections periodically. 

d. Select materiais systematically for binding and repair. 

e. eremite appropriate records for those materials sent for binding and 

repair. 

f . Order replacements for mlBslnK or damaged materials. 

g. Participate in eliminating problems concerning materials and .their 

records vitli the aid of Pi^occssing and Technical Services. 

h. Weed and reassign parts of the collections when necessary. 

i. Phycically prepare children's books and added copies for circulation. 

j. Perform minor rc^pairs on materials and provide boards for loone serials, 
k. Approve serials invoices for payment. 

. Reference and Instruction 

a. Collection Development (done in conjunction with Resources Group) 

1) Scan appropriate literature for citations of new publications 

for possible ordering. 

2) Search such eitaeious against existing records and holdings to 

avoid duplication. 

3) Type and review all orders originating in the Library. 

4) Reevaluate all orders returned from Processing for further 

decisions. 

5) Check In and review all new acquisitions. 

6) Claim delinquent book and serial orders. 

7) Decide on the collection destination of certain materials within 

the SLS Library. 

8) Sort and search gift and other directly received materials to 

Data Control of Serials Cataloging* 

9) Select from gift materials offered by Gifts and Exchange. 

10) Solicit free materials by direct correspondence. 

b. Bibliographic Control 

1) Maintain in-process and received files. 

2) Maintain up-to-^ate holdings records of bound and unbound serials. 

3) Sort and review for completeness all new permanent catalog records. 
A) Request copies of missing or damaged cards. 

5) File in department catalogs and shelf lists. 

6) Revise filing in department catalogs and shelf lists. 

7) Type and distribute monthly Acnuisltlons L ist. 

8) Review and week in-process file periodically. 

9) Produce and maintain records for uncatalogcd collection of 

technical reports. 

10) Ar.slr,n h(.'idlnj;a t.o V.1-. rutftrlnls prior to filing. 



7) 
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c. Reference imtl Reader Scrv.tcau ^ng^ 

1) Provider Inntnictiou and information In cooperation trJth V\o 

llrnovitzcs Groiip on iibmx-y use> col1r:ctlons> nnd faclJlfics- 
thiouj'h orii^iitation totut^^ classroom Ircturcf^^n and cou;nJt uJ'jnp* 

2) Provide Anfonnation ahcuf: the Library thrcupji t\u\ production 

and distribution of iuforu^tion nheot5: ani fJycrr*. 

3) Prov.Me telephone » mail^ anJ personal reference H^irvice. 

4) Arrange <)i£»pIayB npproprinto to the cuiricalum of <:hc Lxbfnry School* 

5) Maintain a notebook contain inn cnnouncrmcntu of current locof cinJonaX 

ino.e.tlnr,Sa 

6) Asnint in the tnnintenance of tlie photocopy machine^ 

7) Pane i.uiteri\ln Tiom storaj^c ari -nf: not open to the r^bl.lc. 

8) Vruvldct chanTjc for the copyinv'. tvjcliinc, 

9) Retrieve natorialw from Troccsvinr. ur Vuchnlcal Tf^rviccc; 
♦ nccdi^U itmftediatel> by voadcrs or Tcr course reyor^e* 

10) Di&tiibute IlAltC printouts to the UJ,?} fc^rxOxy vm :x\ vvailnhlc. 

^ 11) Pitrchci-e How York Times daily, Monday tiirou:»h FcUlav, for librrry uuc. 

5. Buslucns Servlces/KncilitieR nnd Puppljes 

a* Artnist in prrpurin{^ and contrallin,^, biulf,ott^ li> c<^opi*r;Jt5on will; thc^ 

Resource:^ Group lor the vAriouH SIS dflU-dUn tr.R* library science and 
graphic iirus includinj! reference and cli51drca'n mntc.riiilt;, sorialij, and 
continuaticnH. 
b* Order Rupplie^^ t^eokJy. 

c* Ili?ke annti/il rccoT»*n:cndntions for the ^^cquli^ltion of iWijAr equipment • 

dm Couilt and tabulate fine and copyinj; ciuiehinr rncolptfj before «rndinr, thom 

to thc^ appropriate ui i ice. 
e* Delivery and pickup ot n,ail frow tbc Shipplu}: Roow and othri library 

dcpartr.uM;ts# 



C* PcrKonnel 

a* Review and nr^iutain copie.9 of persunnel r^.ccrdt; ftuch cn ti:aes!i?at« and 

CA payroll invoices, 
b* Interpret and enforce personnel pel Jul us. 
e. Seek solutions for day-to<»day personnel problenri. 

Key Work inr ; Relationrh^ps 

!• Faculty, staff, and sLudcnts of the School of Library Service. 

2. Library Technical Jhtpport Group. 

3. Cati>logers for the SLS Library. 
4« Interlibrary Loan Office. 

5# Personnel Office. 

6. Resource Deveiopsaent Division* 

Rcjjorts 

1. ^7nual Report to the Head of the Humanistic and Hi<itorical Studies Center. 

2. Periodic reports to the SLS faculty and Librar> Con^itiittec. 

3. Other reports as needed* 

Perfor Qanf'c and Kvalna f tve Criteria 
!• Sntlnraetion of re/idnrs' nauui;. 
2. ReHahlllty and npced of Mcrv^lce. 

1. Protrct Ion of tvit i rir*lo .'^p.itl^'.t 10i^«^ and deter Jor:i! ion. 

4. Pi;y.r*»:.f I. rcnili^L'.ri fif f-icl t.i t J 'M. 
CoiTdi^Mlty oJ llbrMry cU«UK;pi«.^ce. 
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SCIENCE AMD ENCUIBERXKG INFORMATXOtI CENTER 



Prtnetpal Administrator : Chief » Sdeace and Engineering laformatlcm Caiter. 
Parent Unit ; Library Services Group 

Role s To provide library services to the acadefflie coasntnlty in the area of 
the sciences* 

Object Ives 

1. Consolidation of appropriate functions of the Science and Engineering 
Information Center and the allied science libraries. 

2* Geographic consolidation of the sdence libraries* 

3. Aid clientele in making the best possible use of library resources and services* 
4* Create an atmosphere conducive to study and research* 
5* Provide materials promptly and efficiently* 

6* Foster close rcdations between the Center* students and faculty. 

7* Create an envlronioent for and a tradition of good service among the staff. 

Ftoictlons 

1* Operate the Science and Engineering Information Center and coordinate the 
activities of the allied libraries* 

2* Participate in development of service capabilities in the Services Group, and 
In particular for the Science and Engineering Inforaatlon Center and Its 
allied libraries. 

3* Develop, coordinate and enforce policies regarding use of library collections, 
services and facilities. v 

6* Serve the readers on a dally basis and act as liaison between them and the 
Resources unit for the sciences* 

5* Develop and coordinate programs of orientation to the physical facilities 
and instruction in the use of specific tools for the reader* 

6* Develop and coordinate programs in the Center and allied libraries for delivery 
of materials to the reader. 

7. Develop and enforce a program for maintaining security of the collections. 

8* Assist In making and controlling budgets for the staff and units in the 
Information Center and allied libraries. 

Key Working Relet ionnhlns 

1« Humani8;;lc and Historical Studies Center and Social Science Center on matters 
relating to policy* 

• 2* Chief Resources Librarian for the Sciences regarding such mc^ttcrs as collection 
development and instructional programs. 
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1« Beads o£ appropriate support unlta* 

4« Bapresentatives of the Caealty and student Vody en laprevlng and refining 

services to library users 4 
5* Medical Sciences Xnformtien Center. 

Reports 

Statist ieal and evaluative reports as policy requires. 

Rerfotnance and Evaluative Criteria ^ 

Tl Satisfaction of readers' needs. 

2« Protection of materials against loss* 

3* Physical condition of facilities. 

4* Reliability and speed of service. 



o 
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ACCESS Sl^yiCES DEPARtMENT 
SCIENCE AND EN6ZNEE&XRG XNFORM/ITION CENTER 



Principal Adainietrator : Rftad* Access Services Departnentt Selsace and Engliieer- 

ing Znforoatlon Center. 

Parent Onltt Science and Engineering Znfematlon Center. 

- Mi&t ^ provide easy access to oatariala in this bepartnent and the Allied 
Libraries. 

OMectlves 

1. Aid clientele in naklng the best possible use of library resources and 

services. 

2. Msi n tai n an atmosphere eoudueive to study and research. 
3* Deliver naterlals propptly and efficiently. 

4. Foster close relations between the Access Services Department and the other 

Departments in the Center and between the separate units of the Department. 

5. Create an environment for and a tradition of good service among staff. 
Functions 

1. Administer the operations of the separate units that make up the Access 

Services Department of the Center. 

2. Halntaln easy access to the Department's collections. 

3. Ensure that materials are made available promptly and efficiently. 

4. Participate in development of service capabilities in the Center and in 

particular for the units of the Access Services Department. 

5. Enforce policies developed by the Services Group regarding use of library 

collections t services and facilities. 

6. Act as liaison between readers and the other Departments of the Center and 

other units in the Services and Resources Group when warranted. 

7. Coordinate the programs of the various service units £or the delivery of 

materials to readers. 

8. Halntaln the security of the collections. 

9. Provide information of a general introductory nature to users* « 

10. Participate in planning budgets and administering funds allocated to the 

Department. 

11. Ensure that procedure manuals are kept up to date by the service units of 

the Department. 

Key Wbrktff^ Uelationshi ns 
* 1. Personnel Office. 

2. Supervisors of Access Services Sections. 
^3. Catalogors of the Science Information Center. 
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4* librarians of the other Departnents of the Center. 

5* Students and faculty* 

€• Collection develofraient librarians* 

7* Building maintenanee Supervisor* 

8* Meter ials Processing Department in the Technical Support Group* 
Reports 

Statistical and evaluative reports as policy requires* 

Performance and Evaluative Criteria 
1* Satisfaction of readers* needs T 
2* Reliability and speed of service* 

Protection of laaterials against loss. 
4* Physical condition of facilities* 



CIRCULATION SECTION 



^^rincXpal Aaqiinlatrator ; Head* Science and Engineering Itvfonsation Center. 



Parent Unit ; Access Services Dep.^rtraent» Science and Engineering Infortnation Center 



!• Facilitate use of library tjatoriols, 

2. Provide material promptly and efficiently. 

3. Create an environnent for and a tradition of good service awonc the staff. 
Functions 

1. Enforce policies regarding the use of library collections, services, and 

facilities. 

2. Assist in the maintenance of library facilities* 

3. Enforce policies for safeguarding the collections and for the protection of 

library and personal property. 

4. Control the circulation of materials and maintain the necessary records. 

5. ^^alntain easy access to the collections and assist in locating materials. 

6. Provide circulation services ouch as personal reserve notices, recalls, and 

overdue notices. 

7. Provide rapid and accurate shelving of naterial and necessary shelf reading 

for the Center's collections. 

8.. Provide for regular Inventory and search for missing materials. 
9. Search and retrieve requested Interlibrary loan materials. 

Kay Uorklnq Relationships 

1. Faculty, students and staff. 

2. Other units In Accdss Services. 

3. Reference Dspartraant in the Canter. 

4. Circulation Units in other Canter. 

5. Resotircc Group in natters of preservation, replacements and related activities. 

6. Personnel Office. 

R'^ports 

Circulation statistics. Other statistical and evaluative reports as policy rc<iulrea. 

PcrformancQ and !=:vAlu.iMve Critcirta 

1. Satisfaction of raadcrs' neods. 

2. Reliability and speed of service. 

3. Security of collections. 
Cost of fcctlvo.r.ass. 

fi. Physical con.'.lr.ion.; of fncilltlo-j. 



Ro^e: To provide circulation services to members of the academic community. 
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M/ITERXALS PROCSSSIMG SECTION, SCIENCE AND ENdNEERING 
INFOBMATION CENm 

Priiiclpal Admlnlatrator ; Head. Materials Processing Section, Seienee and Engineering 

Information Center. 

Parent Unit; Access Services Department, Science and ^ineering Information Center. 

Role: To provide processing, record keeping and other services necessary to 
support the functioning of the Social Science Center. 

Object ives 

1. Improve the bibliographic control over materials by producing and maintaining 

accurate and con^lete bibliograi^ie records. 

2. Fteilitate research and use of the collections by participating in the 

physical preparation of materials. 

3. Create an environment for and a tradition of good service among the staff. 
Functions 

1. Participate in the maintenance of library accounts. 

2. Kaintain the departmental card catalog and shelf list with the assistance of 

the Technical Support and Resources Groups. 

3. Make appropriate corrections in the departmental card catalog or other bibllo» 

graphic records. 

4. Withdraw cards for lost, withdrawn or transferred titles and comnmlcate 

these changes to the Catalog Maintenance Department. 

5. Process new materials - both monographs and serials - by maintaining accurate 

bibliographic records and by placing the new materials in the appropriate 
places. The aim here is accuracy as well as speed. 

6. Inventory the serials acquisitions file periodically to be aware of all orders 

and claim for these materials. 

7. Prepare library materials for use in service areas as needed, (plating 

pocketing, marking, etc.) 

8. Consult with collection developers on the advisability of replacement orders 

for lost monographs and serials and process those approved replacoaent orders. 

9. Prepare serials and monographs for binding following established guidelines. 

10. Maintain newspaper files and coordinate the disposal of those paper copies 

for lAich microfilm copies are received. 

11. Maintain records reflecting the receipt of bound serials and microfilm substitutes. 

12. Approve serials Invoices for payment. 

13. Work with collection developers to establish and carry out preservation policies. 

14. Be responsible for library receiving, mail, and delivery services to and fro 

service center. 

^ nun 
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IS. Requisition library supplies. 

Kffy Working Rglationshina 

1. Unitd rcsponsibia ior materials proc«:3sitt8 in other centers. 

2. All public service units 

3. Catalo^srs 

A. Collection developers 

5* Appropriate units o£ the Technical Support Croup. 
Reoorto 

Statistical and evaluative reports as policy requires. 
Perfortsance and Evaluative Criteria 

1. Successful integration of the goals of the Materials Processing Unit with 
other library goals. 
Satisfaction of other library units relying on Materials Processing Unit. 
3. Quality of technical mirk. 



o 
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RESERVE SECTION, SCIENCE AND EUGINEERISIC IHFOBMATION CENTSS 

Principal Adainlstratort Head, Reaerve Section, Science and Engineering Information 

Center* 

Parent Unit; Access Servicea Dapartoent, Science and i^ineftring Information Center. 
Ro3Les To provide reaerve aervlcea to mea^ra of the aeadeiBic e^nonity. 
Obiectivea 

1. Facilitate the uae of reaeirve materials. 

2. Provide materiala promptly and efficiently. 

3. Create an environment for and a tradition of good aervice among the staff* 

Functions 

1* Enforce poUcies regarding the use of reaerve collection end aerviees. 

2. Control the eireolation of reserve materials and maintain the aeeeasary 

records* 

3. Solicit reaerve lists from the faculty and process them. 
4* Obtain and proeeas materials for reserve* 

5« Halntaln and inventory the reserve collection* 

6. Deproeess reserve materials* 

7. Prepare information on the status of reserve materials in machine-readable 

form* 

8* Provide course syllabi, computer-generated professor's lists, &ad a public 
listing* 

Key Working Relationshlp a 
1. Faculty and students* 
2* Access Services Ubits* 
3. Systems Office. 
4* Data Control Unit* 

Reports 

Statistical and evaluative reports as policy requires* 

Performance and Evaluative Criteria 

1* Satisfaction of student and faculty needs* 

2* Reliabilit/ and speed of service* 

3* Security of reserve collection. 
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REFERENCE AND INSTRUCTIOKAX SERVICES DEPARTMENT, 
SCIENCE AND ENGINEERING INFOR^ttTION CENTER 



Principal Administrator ; Bead, Reference and Instructional Services Department • 

Science and Engineering Infomation Center. 

Parent Pnt *r; Science and Engineering Information Center. 

Role ? To provide a vide rrr. of reference setvicea to the University community 
with emphasis or. Sciences and Engineering. 

Objectives 

!• Promote in the academic community increased awareness of the available 
library resources. 

2« Provide accurate and efficient reference service. 

3. Relate library resources in the Center to instructional and research aetivitiee. 

4. Promote the effective utilization of library personnel in providing reference 

service to the academic community. 

5. Create an environment for and a tradition of good service among the staff. 

6* Create and maintain reference resources to support present and future needs 
of the University. 

Functions 

1* Relp the tftiiversity community to take maximum advantage of library resources. 

2. Assist readers in the interpretation of bibliographic records and reference 

tools. 

3. Provide information enabling readers to locate and effectively use library 

materials. 

4. Develop and maintain the reference eollectiont including the Current 

Documentation Sectionf with reconmiendatlons from collection developers in 
the Resources Group. 

5. Participate in developing bibliographic and instructional aids. 

6. Participate in the development and Implaaentatlon of collection and preserva- 

tion policies. 

7. Recomnend materials for inclusion in the library collection. 

8. Provide consultations on specific research projects* and act as a liaison 

between clientele and resources personnels when necessary. 

Key Working Relationships 

1. Members of the University community. 

2. Other Reference Departments. 

3. Resources Group: 

a. Catalogcrs 

b. Resources Utilisation Office. 

c. Collection developers. 
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Reports 

Statistical and evaluative reports as policy requites. 

Performance and Evaluative Criteria 

1. • Satisfaction o£ readers* needs. 

2. Reliability and speed of service. 
3* Security of collections. 

4. Physical condition- of facilities* 
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CtlRREKT DOCOMENTmON AND TEOmZCAL REPORIS SECTION 

Principal Administrator? Head. Current Docunentation and Technical Eeports Section 

t^r^nt Unit: Instructional Services Department • Science and 

* Eugineerins Infornation Center. 

Jtole: To nake available a variety of current documentary sources in the sciences 
including technical reports* 

Objectives 

1* Provide easy access to a collection of current documentary sources in the 
sciences not accessible through the Center's card catalog. 

2. Hake available current scientific documentation ^ich would not otherwise be 
available either because of a delay in publication or non-availability 
through normal publishing channels. 

3* Create an atmosphere conducive to study and research* 

4. Provide materials and information promptly and efficiently. 

5. Meet the obligations and responsibilities of a Federal Regional Technical 

Reports Center for the area of New York, New Jersey and Connecticut. 

Functions 

1. Maintain the Center's collection of current documentary materials. 

2. Acquire materials for Inclusion in the collection either directly or through 

routine acquisition procedures » with the advice of the collection developer 
from the Resources Group. 

3. Continuously survey certain bibliographic tools , such as Iter Id Meetings , to 

be apprised of scientific meeting and conferences likely to be sources of 
desirable material. 

4* Participate in maintenance of a computer'*>based access to the documentation. 

5. Compile the Columbia University Technical Reports Bibliography. 

6. Identify and supply technical reports requested in person or by phone or letters. 

7. Maintain and operate the microform reading and photoduplicating equipment* and 

keep related records. 

8. Prepare the orders for missing or non-depository reports as needed. 

9. Weed the full-size technical reports as microfiche duplicates are received 

following policy formulated in the Resources Group. 

10. Provide directional assistance and information about the unit and its collection. 

11. Maintain contact with members of the academic community and solicit donnations 

of current documentation from them. 

* Key Working Rolatlora hipg 

1. Collection Dv»veloi>ct for Science and Knglncering In the Resources Croup. 

2. General Reference Department and reference departments in the Centers. 
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3« Docutncnts Acquisitions 

4* tnterlibrary Loan Section 

5. Systena Office and Computer Center. 

6* Ifaterials Proeeasing Unit» Science and Engineering Inforoation Center* 
Reports 

Statistical and evaluative reports as policy requires. 

Performance and Evaluative Criteria , 

1. Satisfaction of readers* needs. 

2. Reliability and speed of service. 

3. Currency and scope of the collection* 

A. Protection of materials against loss and deterioration. 
5* Physical condition of the facilities. 
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BIOLOGICAL SCIESCBS LIBBARY 

PrlneipaX Administrator : Rtad, Biological Sciences Library 
Parent Units Science and Engineering Infonaatlon Center. 

jtoles To provide library servicet to the academic community in the area of 
biolosical sciences* 

Objectives 

1. Aid clientele in making the best possible use of library resources and 

services. 

2. Create an atmosphere conducive to study and research. 

3. Provide materials promptly and efficiently. 

4. Foster close relations between the allied library unit and the academic 

community. 

5. Create an environment for and a tradition of good service. 

6. Integrate unit goals with overall library and faculty goals as well as with 

those of the Science Information Center. 

7. Participate as an allied library in the consolidation of appropriate 

functions of the Science Information Center and the eventual geographical 
consolidation of the Science libraries. 

Functions 

1. Enforce all policies of the Science Information Center and the Services 

Group. 

2. Serve the academic community on a daily basis and act as a liaison between 

them and the Science Information Center and other components of the library 
system. 

3. Answer infomational and reference questions. 

4. Participate la collection development in coordination with the Resource 

Development Division. 

5« Provide circulation and reserve services maintain necessary records. 
6* Maintain the security of the collection. 

7» Participate in maintaining appropriate and accurate departmental biblio- 
graphic records. 

8. Participate in the preservation of library materials according to procedures 

established by the support group. 

9. Ifsintain interlibrary loan relations between the biology unit and tho New 

York Botanical Garden, American Mu&cun of Ndturnl History, the roedlca] 
libraries of New York as well as with the Interlibrary Loan Section in 



V 3.16 



the Buaianlstlc and Historical Studies Center. 

10« Keep procedure manuals up to date. 

. 11. Report to Collection Developmeat group on ehanges in the colleetlon* due 
to loss. Irreparable damage » etc«» through period and eeleetive 
inventory of the collection. 

12. Acknowledge gifts to the library froa faculty and otherfl% and for* 
ward these as well as other unsolicited naterlals to the Collection 
Development unit for appropriate recommendations. 

Key WOrhing Relationships 

1. Faculty, researchers, students. 

2. Chief Resources Librarian for the Sciences regarding such natters as 

collection development and instructional programs. 

3. General Reference Department and Xnterlibrary Loan Section. 

4. Access Services Reference and Materials Processing Departnents in* 

Science Infon^iation Penter. 

5. Columbia Medical, Lament, New York Botanical Garden, American Museua of 

Natural History, Medical Libraries of New York concerning Inter- 
library loan matters. 

6. Allied Science Libraries. 

Reports 

Statistical and evaluative reports as policy requires. 

Perfonaance and Evr'luatlve Criteria 

1. Satisfaction of readers needs. 

2. Protection of materials aRainccloss* 

3. Physical conditions of facilities. 

4. Reliability and speed of service* 

5. Staff attitude and development. 
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Prlnctpal Adntnistrator t HMd» Chflaistry Library 

Parent Pnit t Seleace and EnglnAering Znfonaatioa Center* 

RoXes To provide library sexviees to the aeadeaie eeanunity in the area of 
chemistry* • 

Objectives 

1. Aid clientele in making the best possible use of library resources and 
services. 

t. Create an atnosphere ccmducive to study and research. 
3* Provide saterlals promptly and efficiently. 

4. Foster close relations between the allied library unit and the academic 
cooiiaunity. 

5* Create an cnvironicGnt for and a tradition of good service. 

6. Integrate «mit goals with overall library and faculty goals as well as 

with those of the Science Information Center. 

7. Participate as an allied library in the consolidation of appropriate functions 

of the Science Infonoatlon Center and the eventual geographical consolida- 
tion of the Science libraries* 

Functions 

1. Enforce all policies of the Science Infonsation Center and Services Group. 

2« Serve the academic community on a daily basis and act as a liaison between 
them and the Science Information Center and other components of the 
library system. 

3. Answer Information and reference questions. 

4. Report to Collection Development group on changes in the collection, due to 

loss» irreparable damage* etc. through periodic and selective inventory 
of the collection. 

5. Acknowledge gifts to the library from faculty and others, «id forward these 

as well as other unsolicited materials to the Collection Development 
unit for appropriate recommendations. 

6. Provide Interlibrary loan services to other institutions in cooperation and 

through the Inteclibrary Loan Section of the Rumanletic and Hisrorical 
Center. — — 

7. Provide circulation and reserve services and maintain* necessary records. 

8. Maintain the security of the collection. 

9. Participate in maintaining appropriate and accurate departmental bibliographic 

records. 
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'S^ImK^L^ «^ "*»'y wferlaXs aceordins to procedure, 

•■tablished by the support group. 

U. Keep proeeduro ntauAlt up to d«to. 

"SJiSSIlSt M^SiS!**" »» «^»»»«»» with th. Hcourc 

Kay Working Relatlonshipa 

1. Faculty » researchers* students. 

2. Chief Resources Librarian for the Sciences regarding such natters as 

coUection development and instructional prograias. 

3. General Reference Department and Intcrlibrary Loan Section. 

iS^rSSSJS^intS*'^*'** ^ Jtoterials Processing Departeents in Science 
5. Allied Science Libraries 

Reports 

Statistical and evaluative reports as policy requires. 

Parforaa nce and Evaluative Criteria 

1. Satisfaction of readers needs, 

2. Protection of taaterials against loss. 

3. Physical conditions of faculties. 

4. Reliability and speed of service. 

5. Staff attitude and development. 
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GEOLOGY UBHABY 

Principal Adninistrator t Bead, Geology Llbxary 

Parent Unitt Science and Engineering Xnfomation Center. 

Sole: To provide library sexviees to the acado&ie eomttmity in the area of 
the geological sciences. 

OMective' : 

1* Aid clientele in making the best possible use of library resources and 
services. 

2* Create an atmosphere conducive to study and research. 

3. Provide materials promptly and efficiently. 

4. Foster close relations between the allied library unit and the acadonic 

community. 

5. Create an environment for and a tradition of good service. 

6. Integrate unit goals with overall library and faculty goals » as well 

as with those of the Science and Engineering Information Center. 

t» Participate as an allied library in the consolidation of appropriate 

functions of the Science and Engineering Center and eventual geographical 
consolidation of the on*-campus science libraries. 

Functions 

1. Enforce all policies of the Science and Engineering Information Center and 

service group. 

2. Serve the academic community on a daily basis and act as a liaison between 

them and the Science and Engineering Information Center and other 
components of the library system. 

3. Answer information and reference questions. 

4. Participate in collection development in coordination with the Resottrce 

Development Division. 

5. Provide circulation and reserve services and maintain necessary records. 

6. Maintain the security of the collection, 

7. Participate in maintaining appropriate and accurate departmental biblio* 

graphic records, and report to the appropriate unit any bibliographic 
inconsisiendes or potential r^rrors that may be discovered in the regular 
operation of the allied llbzaiy. 

8. Participate in the preservation of library materials according to procedures 

established by the support group. 

9. Report to Collection Development group on changes in the collection, due to 

loss, irreparable damage, etc., through periodic and selective Inventory 
of the collection. 
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10, Kalntaln Interllbrary loan relations between the Geology Llbraxy* the 
American Museum of Natural History, Anerlean Geographieal Society and 
others. 

• 

. U. Haintain Interlibrary loan relations between the Geology Library, other 
allied libraries withlA the University library system, and non-Columbia 
libraries through the Interlibrary Loan Section of the Humanistic and 
Historical Studies Center. 

12. Keep procedure manuals up to date. 

13. Insure the proper functioning and use of the photocopy machine. 

14. Provide such faculty members as may avail themselves of this service, with 

photocopies of title pages of specific journals as the latest issues are 
received. 

15. Acknowledge gifts to the library from faculty and others, and to. forward 

these as well as other unsolicited materials to the Collection Development 
unit for appropriate recommendations. 

16. Cooperate with the Geoscience Library and the Map Room on the conmon problems 

of two libraries serving the same clientele. 



Key working Relationships 

1. Faculty, students, and researchers. 

2. Chief Resources Librarian for the Sciences regarding such matters as collection 

development. 

3. General Reference and Interlibrary Loan Units. 

4. Access Services, Reference, and Materials Processing Departments in the 

Science and Engineering Information Center. 

5. Allied Science Libraries. 

Reports 

1. Statistical and evaluative reports concerning library operations as policy 

may require. 

2. Regular weekly and monthly reports concerning photocopy machine operations. 

Performance and Evaluative Criteria 

1. Satisfaction of faculty and student needs. 

2. Protection of materials against loss. 

3. Physical conditions of the facilities. 

4. Reliability and speed of service. 
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GEOSCIENCES LIBRABY 



Principal Adnlnistratot x Bead* Geoseienees Librairy 

Far«at Unit : Science and Engineering Xnf oniation Center 

Roles To provide library services to the academic coiDBimity in the area of 
the geosciences* 

Cbjectiv»s 

!• Aid clioitele in making the best possible use o£ library resources and 
services* 

2. Create an atmosphere conducive to study and research. 

3. Provide materials promptly and efficiently* 

4« Foster close relations between the allied library unit and the academic 
community* 

5* Create an environment for and a tradition of good service* 

6* Integrate unit goals with overall library and faculty goals as veil as with 
those of the Science Information Center* 

7« Participate as an allied library in the consolidation of appropriate 

functions of the Science Information Center and eventual geographical 
consolidation of the science libraries; at the same time retaining those 
library functions dictated by the problems of geographic isolation from 
the main campus* 

Functions 

TI Enforce all policies of the Science Information Center and Services Group* 

2« Serve the academic comiuunity on a daily basis and act as a liaison 
between them and the Science Information Center* 

3* Answer information and reference questions* 

4* Report to Collection Development group on changes in the collection* due 
to loss* irreparable damage* etc** through periodic and selective 
inventory of the collection* 

5* Aslcnowledge gifts to the library from faculty and others, and forward 
these as well as other unsolicited materials to the Collection Develop* 
ment unit for appropriate recommendations* 

6* Participate in collection development in coordination with the Resource 
Developmerr. l/Jlvision* 

7* provide cliTcujiation and reserve services and maintain necessary records* 

8« Maintain the security of the collccciont 

9* fttrticipate in maintaining appropriate and accurate departmental biblio- 
graphic records* 

o 
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10. PAttlcipate in the preservation of library materials according to 
{procedures established by the support group. 

!!• Keep procedure nanuals up to date* 

12* Maintain interllbrary loan relations between the Geosdenee Library, other 
allied libraries within the University library system and non-Colundila 
libraries through the Interllbrary Loan Section of the BuiBanlstle nad 
Historical Studies Center. 

13* Maintain interllbrary loan relations between the Geosdenee Library and 
the American Museum of Natural History, American Geographical Society, 
and other institutions. 

14. Cooperate with the g^logy unit on the eofflmon problems of two libraries 

serving the same clientele. 

15. Handle loans of Lament marine science films and maintain correspondence 

and records thereof. 

Key Working Relationships 

1. ?aeulty» students, researchers and staff. 

2. Chief Resources Librarian for the Sciences regarding such matters as 

collection development. 

3. General Reference, Interllbrary Loan departments. 

4. Access Services, Reference and Material Processing Departments in the 

Science Information Center. 

5. Allied Science Libraries. 

6. American Museum of Natural History, American Geographical Society concern- 

ing interllbrary loans* 

Reports 

Statistical and evaluative reports as policy requires. 
Performance and Bvaluative Criteria 

1. Satisliactlon of faculty, student, research staff needs. 

2. Protection of materials against loss, 
i. Physical conditions of facilities. 

4. Reliability and speed of service* 
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MATHEMATICS/SCIENCE LIBRARY 



Principal Administrator t Head, Mathanaties/Seienee Library 

Par«it Unit ; Science and Engineering Information Center 

Rgle: To provide library services to the acadeaie conaotmity in the areas of 
oathematics, oathematical statistics, general science* history and 
philosophy of science, and agriculture. 

Object ivea 

1. Aid clientele in making the best use of library resources and services. 

2. Create an ats»sphere conducive to study and research. 

3. Provide materials promptly and efficiently. 

4. Poster dose relations between the allied library unit and the academic 

community. 

5. Create an environment for and a tradition of good service. 

6. Integrate unit goals with overall library ai*«. faculty goals and those of the 

Science Information Center. 

7. Participate in the consolidation of appropriate functions of the Science 

Information Center and eventual geographical consolidation of the science 
libraries. 

Ptoicttons 

1. Enforce all policies of the Science Information Center and the Services 

Group. 

2. Serve the academic community on a daily basis and act as liaison agent 

between it and the Science Information Center. 

3. Answer Information and reference questions. 

A. Report to Collection Development Unit on changes in the collection due 
to loss, irreparable damage, etc, through periodic and selective 
inventory of the collection. 

5* ilPknowledge gifts to the library from faculty and others, and forward 
these as well as other unsolicited materials to the Collection Development 
unit for appropriate recommendations. 

6. Participate in collection development in coordination with the Resource 

Development Division. 

7. Provide circulation and reserve services and maintain necessary records. 

8. Maintain the security of the collections and the physical condition of the 

library. 

9. Participate in niAintaining appropriate and accurate departmental biblio- 

graphic records. 
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10. Participate in the preservation of library materials aecording to 
proeedures established by the Support Group. 

II* Maintain interllbrary loan relations between the Mfttheoaties/Seienee 
Library and other allied libraries within the University library system 
and non-Columbia libraries through the Interllbrary Loan Section o£ 
the Humanistic and aistorical Studies Center* 

12. Keep procedure manuals up to date. 

Key Working Relationships 
1. Faculty* students, researchers and staff. 
2« Chief Resources Librarian for the sciences. 
3. General Reference and Interllbrary Loan units. 

4* Reference* Access Services* and Materials Processing Departments of the 

Sei^Kce Information editor. 
5* Allied science libraries. 

6. Mathematics and Mathematical Statistics Departments and library committees. 
Reports 

Statistical and evaluative reports as policy requires. 

Performance and Evaluative Criteria 

1. Satisfaction of user needs. 

2. Reliability and speed of service. 

3. Protection of materials against loss. 
4« Physical condition of facilities. 
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msICS LI8RA&T 



Principal Adatinlstrator ; Head, Physlea Library 

Parent Unit : Selenee and Engineering Znforaation Center 

Rola: To provide library services to the aeadeaie cominlty in the areas of 
Physics and astronony. 

Object Ives 

1. Aid clientele in making the beat use of library resources and services. 
. 2« Create an atmosphere conducive to study and research. 

3. Provide materiala promptly and efficiently. 

4. Foster close relationa batween the allied library unit and the academic 

coflBBunity. 

5. Create an environment for and a tradition of good service among the staff. 

6. Integrate unit goals with overall library and faculty goals and these of 

the Science Information Center. 

7. Participate in the consolidation of appropriate functions of the Science 

Information Center and eventual geographical consolidation of the science 
libraries. 

Functions 

1. Enforce all policies of the Science Information Center and the Herviccs 

Group. 

2. Serve the academic community on a daUy basis and act as liaison agent 

between it and the Science Information Center and other componentr of 
the library system. 

3« Answer Information and reference questions. 

4* Participate in maintaining appropriate and accurate departmental biblio- 
graphic records. 

5. Participate in the preservation of library materials according to procedures 
established by the Support Group. 

6* Report to Collection Development group on changes in the collection, due 

to loss, irreparable damage, etc., through periodic and selective Inventory 
of the collection. 

7. Acknowledge gifts to the library from faculty and others, and forward 
these as well as other unsolicited materials to the collection Development 
unit for appropriate recommendations. 

8. Participate in collection development In coordination with the Resource 

Development Division. 

9. Provide circulation and res^ve services and maintain necessary recordc. 

o 
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10* Maintain InterXibrary loan relations between the Physics Library, other 
allied libraries within the University library system and non-Coluntbla 
libraries through the Interllbrary Loan Section of the Hunanistie and Historical 
Studies Center. 

11. Keep procedure manuals up to date. 

Key Working Relationships 

1. Faculty, students, researchers, staff and other users. 

2. Chief Resources Librarian for the sciences. 

3. General Reference and Interllbrary Loan Departments. 

4. Reference, Access Services, and Materials Processing units of the Science 

Information Center. 

5. Allied science libraries. 

6. Physics and Astronomy Departments and library connittees. 
Reports 

Statistical and evaluative reports as policy requires. 

* • 

« 

Performance and Evaluative Criteria 
1« Satisfaction of user needs. 

2. Reliability and speed of service. 

3. Protection of materials against loss. 

4. Physical condition of facilities. 
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PSTCSOLOGY LXSRARY 



Principal Adainiatratot s Head. Fayehologjr Library 

Parent Unit s Seience and Engineering Inforaatlon Center. 

Bgle ? To provide library servleea to the aeadoiie eomunlty 
in the area of payeholegy. 

Obiectlvea 

1. Aid clientele In making the beat poaalble tiae of library reaeureea and 

aervleea. 

2. Create an atooaphere eendtielve to atody and reaeareh. 

3. Provide aateriala prosiptly and efficiently. 

4. Footer cloae relatione between the allied library unit and the aeadeaic 

COBBUnlQf • 

5. Create an environnent for and a tradition of good aerviee. 

6. Integrate unit goala with overall library and faculty goalat aa veil aa 

with thoae of the Seience and Engineering Inforaatlon Center. 

7. Participate aa an allied library in the eoaaolidation of appropriate 

functiona of the Science and Engineering Center and evMitual geographical 
eonaolidation of the on-campua adenee librariea. 

Functiww 

u Enforce all policiea of the Science and Engineering Information Center and 
Servleea Group. 

2. Serve the academic community on a daily baala and act aa a liaiaon between 

them and the Science and Engineering Information Center and other cobh 
ponenta of the library ayatem. 

3. Answer information and reference queatione. 

4* Report to Collection Development group on changea in the eolleetion» due 

to loaa» irreparable damage* etc.» through periodic and aelective Inventory 
of the collection* 

5* Acknowledge gifta to the library from faculty and others, and forward 
these aa well as other unsolicited materials to the CoUection Development 
unit for appropriate recemnendationa. 

6. Participate in collection development in coordination with the Resource 

Development Division. 

7. Provide circulation and reserve services and maintain, necessary records. 

8. Maintain the aecurlty of the collection. 

9. Participate in maintaining appropriate and accurate departmental biblio- 

graphic inconsistencies or potential errora that may be dlacovered In 
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the regular operation of the allied library. 

10. Participate in the preservation o£ library oateriale aeeording to 
pcocedurea established by the support group. 

U. Kaintain inter-library loan relations between the Psychology library, 
other allied libraries within the University library system and non- 
ColuBibia libraries through the Interlibrary Loan Section of the Human- 
istlc and Historical Studies Center. 

12. Keep procedure nanuals up to date. 

13. Insure the proper functioning of the photocopy machine. 

14. Provide such faculty mertbers as may avail themselves of this service, 

vith photocopies of title pages of specific Journals as the latest 
Issues are received. 

15. Kake arraxigements as re<!uired during the semester for additional study 

areas for users, due to limited space in the Psycl ?ogy Library. 



Key Working Relationships 

1. Faculty, students, and researchers. 

2. Chief Resources Librarian for the Sciences and Social Sciences regarding 

such Clatters as collection development. 

3. Access Services, reference and Haterials Processing departments in the 

Science and Engineering Information Center. 
A. Reference department . in the Social Science Center. 

5. Allied science librarlefr. 

6. Medical Library Center of New York concerning interlibrary loans by 

messenger service. 

7. General Reference and Interlibrary Loan Section. 



1. Statistical and evaluative reports concerning library operations as 
policy may require. 

Performance and Evaluative Criteria 

1. Satisfaction of faculty and rtudent needs. 

2. Protection of materials against loss. 

3. Physical conditions of the facilities. 
A. Reliability and speed of service. 
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SOCIAL SCIENCE CEtiTER 

Prtodpal Adnialatrator s Chief* Social Science Center 
Fnrent Unit s Library Service Group 

Role; provide library services to the acadeaie coBflnmity in the areas of 
the social sciences* 

• 

ObiectivcB 

1. Aid clientele in naking the best possible use of library resources and 

services. 

2* Create an atnosphere conducive to study and research. 
3. Provide naterials promptly and efficiently. 

4* Foster close relations between the Center and students and faculty. . 

5. Create the environioent for and a tradition of good service asxnig tha staff. 

Functions 

1* Operate the Social Science Center and coordinate services with the Allied 
. Libraries. 

2. Maintain eaay access to the Center's collections » including books, periodicals, 

newspapers, nicroforns, and the University Map Rooai. 

3. Make these naterials available promptly and efficiently. 
A. Provide directional assistance and general information. 

5. Provide advanced reference service. 

6. Hsintaln liason with the meoibers of the Resources Group Involved with the 

development of the social science collections. 

7. Develop and enforce a program for maintaining security of the collections. 

8. Assist in making and controlling budgets in the Center and the Allied Libraries. 

Rev Working Relationships 

1. Directors of the other subject centers. 

2. Members of the Resources Group concerned with social sciences. 

3. Appropriate meo4>er8 of the Technical Support Group. 

4. Allied Libraries. , e 

9. Mfioibers of the academic community concerned with the study of the social Sciences. 

Reports 

Statistical and evaluative reports as policy requires. 

Performance and Evaluative Criteria 
Satisfaction of readers' needs. 

2. Reliability and npecd of service. 

3. Security of collections. 

4. Physical condition of facilities. 
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ACCESS SERVXCBS DEPARtMBNT, SOCIAL SCIENCE CENTER 

Frtnclpa l Adninlatrator t Head, Aeeess Services Departstent* Social Science Center 
Parent Unit t Secial Science Center 

^lei To provide easy access to materials in the Social Science Center 

Oblectives • 

1. Aid clientele in making the best possible use of library resources and services. 

2* Maintain an attnosphere conducive to study and research. 

3. Deliver oatexisls proiqptly and efficiently. 

4« Foster cXoae relations between the Department and the other Departtnents in 
the Center and between the Access Service units. 

5. Create an environnent for, and a tradition of good service among the staff. 
Functions 

I. Administer operations of the separate units that make up the Access Services 

Department of the Center. 

2* Maintain easy aeeess to the Department's collections. 

3. Ensure that collection materials are available promptly and efficiently. 

4. Participate in development of ser>^ice capabilities in the Social Science 

Center and in particular for the units of the Access Services Department. 

5. Enforce policies developed by Services Group regarding use of library 

collections* services and facilities. 

6* Act as liason between readers and the other Departments of the Center and 
other units in the Services and Resources Group when warranted. 

7« Coordinate the programs of the various service units in the Department for 
the delivery of materials to readers. 

8* Maintain security of collections. 

9. Provide Information of a general introductory nature to users. 

10. Participate in planning budgets and administering funds allocated to the 

Department. 

II. Ensure that units keep procedure vianuals up to date. 

Key Iterking Relationships 

1. Personnel Office 

2. Supervisors of units. 

3. Other Depaxtm^nts of the Center. 

4. Academic community. 

3. Catalon&ra of the Social Science Center. 

6. Collection development librarians. 

7. Buildli>t» mnlntcnance Supervisor. 
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8. Hateriala Proctssiag l}«p«rtBcnt in the Tedmleal Support Group* 
Reporta 

Statiotlcal and evaluntivo r^rtt M poliey requlren. 

Perfomance and evalttative criteria 

!• Satisfaction o£ readers' needsT • 

2* Reliability and speed of service* 

3« Protection of mater ia l s agaiast loss* 

4* Physical condition of facilities. 
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CZRCUIATIOlt SECnOR, SOCIAL SCIENCE CENTER 

Principal Administrator : Head, Clrcalatloii Section, Social Science Center 

gjwrettt Unit.- Access Services Departmeat, Social Science Center 

^oles to provide clrcttletlon services to Beaibers of the m^^ma ^^^ cosmmlty. 

OMectlvee 

!• Facilitate use of library naterlals. 

2. Provide material promptly and efficiently. 

3. Create an environment for and a tradition of good service among the staff • 
Functions 

1. Enforce policies regarding the use of library collections, services, and 
facilities. \ 

2* Assist In the maintenance of library faculties. 

3. Enforce policies for safeguarding the collections and for the protection 

of library and personal property. 

4. Control the circulation of materials and maintain the necessary records, 

5. Maintain easy acce&s to the collections and assist In locating materials. 

6. Provide circulation services such as personal reserve notices, recalls, 

and overdue notices. 

7. Provide rapid and accurate shelving of material and necessary shelf 

reading for the Center's collections. 

8. Provide for regular Inventory and search for missing materials. 

9. Search and retrieve requested Interllbrary loan materials. 

Key Working Relatlonshlpg 

1. Faculty, students and staff. 

2. Other units In Access Services. 

3* Reference Department In the Center. 

4. Circulation Units in other Center. 

5. Resource Group In matters of preservation, replacements and related activities. 

0. Personnel Office. 

Reports 

Circulation statistics. Other statistical and evaluative reports as policy requires. 

Performance and Evaluative Criteria 

1. Satisfaction of readers^ needs. 

2. Reliability and speed of service. 

3. Security of collections. 

4. Cost effectiveness. 

5. Physical conditions of facilities. 
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MAP ROOM 

Principal Adtalnlstrator ; Supervisor, tfap Rood 

Parent Pnit t Access Services Department, Social Science Center, 

Role 8 To identify* locate » and supply naps and atlases to a wide variety of users. 

OMectives 

1. Aid readers in making the best possible use of the nap resources. 

2. Develop awareness among the academic community of resources available In the 

Hap Room* 

3. Establish procedures which emphasize simplicity and ease of access to the 

collection. 

4» M a i n t ai n accurate and coiqilete bibliographic records. 

5. Provide materials and Information promptly and efficiently. 

6. Encourage the development and Ispleraentatlon of new ideas for improving service. 

7. Participate in building map resources to support present and future nceda of 

the University. 

Functions 

1. Provide information enabling readers to locate and effectively use maps and 

atlases and to confer with Reference Departments when necessary. 

2. Select maps and atlases to be housed in the Map Room in conjunction with the 

collection developers. 

3« Catalog new maps. 

4. Process maps for use. 

5. Maintain easy access to the collection by providing systems of rapid and 

accurate shelving. 

6* Participate In developing and implementing a preservation program. 

7. Operate a simple and efficient circulation system. 

8. Participate in developing and implementing security procedures. 

9. Participate In maintaining library accounts and approve invoices for payment. 

10. Weed the map collection as new editions are received. 

Key Working Relationships 

1. Academic Coiununlty* 

2. Reference Departments 

3. Collection Developers 

• 4. Materials Processing Spction« Social Science Cf^nter 
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Reports 

Scatltttlcal and evaluative reports as policy requires. 

Perfomnnce and Evaluative Criteria 
1* Satisfaction of user's needs* 
2. Physical condition of facilities* 
3« Reliability and speed of service. 
4. Protection of materials against loss. 
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MATERIALS PROCESSING SECTION, SOCIAL SCIENCE CENTER 



Principal Administrator; Head, Materials Processing Section • Social Science Center 

Parent Unit; Access Services Department, Social Science Center. 

Bole; To provide processing, record keeping and other services necessary to 
support the functioning of the Social Science Center. 

Objectives 

1, Improve the bibliographic control over materials by producing and nalntalning 

accurate and complete bibliographic records. 

2, Facilitate research and use of the collections by participating in the 

physical preparation of materials. 

3« Create an environment for and a tradition of good service among the staff. 

Functions \ 

1. Participate in the maintenance of library accounts. 

2. Maintain the departmental card catalog and shelf list with the assistance of 

the Technical Support and Resources Groups. 

3. Make appropriate corrections in the departmental card catalog or other biblio- 

graphic records. 

4. Withdraw cards for lost, withdrawn or transferred titles and communicate 

these changes to the Catalog Maintenance Department. 

S« Process new materials - both monographs and serials - by maintaining accurate 
bibliographic records and by placing the new materials in the appropriate 
places. The aim here is accuracy as well as speed. 

6. Inventory the serials acquisitions file periodically to be aware of all orders 

and claim for these materials. 

7. Prepare library materials for use In service areas as needed. ( plating 

pocketing, marking, etc.) 

8. Consult with collection developers on the advisability of replacement orders 

for lost monographs and serials and process those approved replacement orders. 

9. Prepare serials and monographs for binding following established guidelines. 

10. Maintain newspaper files and coordinate the disposal of those paper copies 

for which microfilm copies are received. 

11. MaXntain records reflecting the receipt of bound serials and mlcrofiln substitutes. 

12. Approve serials invoices for payment. 

13. Work with collection developers to establish and carry out preservation policies. 

14. Be responsible for library receiving, mail, and delivery services to and fro 

service center. 
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15* Requisition library supplies* 

Working. Relatlonshtps 
1* Units responsible for materials processing in other ceiiters. 
2. All public service units 
3* Cataloeers 
4. Collection developers 

5* Appropriate units of che Technical Support Group* 
Reports 

Statistical and evaluative reports as policy requires. 

Performance and Evaluative Criteria 

1* Successful integration of the goals of the Materials Processing Unit with 
other library goals. 

2. Satisfaction of other library units relying on Materials Processing Unit. 

3. Quality of technical work. 
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MICROFORM SKaiOH 
SOCIAL SCIEt;C£: CENTER 

Principal Adninlstrator ; Headf Hicrofona Section » Social Science Center 

Parent gnit ; Access Services Department t Social Science Center. 

Role ! To provide prompt, accurate, and efficient access to the Center's 
microform resources* 

Objectives 

1. Aid clientele in making the best possible use of the microform resources 

and services* 

2. Create an environment for and a tradition of good service among staff. 

3. Create an atmosphere conducive to study and l eseareh. 

4. Provide materials promptly, accurately and efficiently. 
Functions 

1. Hake available promptly, accurately and efficiently the Center's collection 

of microforms. 

2. Maintain the microform collections end their storage facilities in good 

physical order. 

3. « Implement the Center's program of maintaining the security of collections 

as they relate to the Section. 

4. Hake available the machinery needed for reading microforms and provide 

instruction on its use as required. 

5. Maintain the Section's machinery in good working order. This includes: 

(A) Regular and periodic cleaning. (B) Replacement of paper and minor 
parts. (C) Securing outside technical maintenance assistance promptly 
for larger repairs. 

6. Provide directional assistance and general information about the unit and 

its collections. 

7. Kaintain bibliographical records for the collections and assist patrons 

in the use and interpretation of these records. 

8. Prepare prints from microforms. 

9. Participate in formulation of policies governing the servicing and main- 

tenance of the microform collections and equipment. 

10. Participate in consultations leading to the acquisition of new equipment. 
Key Working Relationahtps 

1. The catalo^er's responsible for original cataloging of microforms in the 

Bibllograplilc Control Division. 

2. The Rcpror,rAphy Unit of the Pccsc.rvation Dcpjirtment, Support Group. 

3. The Microform Unir. in the Social Science Center, as well as the Individuals 

and/or unics in charge of iaicrofonr.s in the various libraries. 
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4* Outside maintenance personnel called In for repairs. 
5* The Inter Library Loan Office. 

6. The Monograph Order/Receipt Unit find the Serials Order/Receipt Units of the 

Support Group. 
7« The Financial Services Unlt» Planning Office. 
8. The General Reference Department. 

Reports 

Statistical and evaluative reports as policy requires. 

Perforaance and Evaluative? Criteria 

1. Satisfaction of readers* needs. 

2. Reliability and speed of service. 

3. Protection of the collection against deterioration and loss. 

5. Physical condition of the facilities, especially the state of repair of 
the machinery. 
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RESERVE SnCl'ION, SOCIAL SCIENCE CENTER 
yrlncipal Adwtniytrator : Hoad, Reserve Section, Social Science Center 
Parent Unit : Access Services Department, Social Science Center* 
Rolet To provide Teserv*^ eervlces to members of ttie academic eoomunlty. 
Objectives 

1. Facilitate the use of reserve loaterlals. 
2* Provide materials promptly and efficiently* 

3* Create an environoent for and a tradition of good service among the staff. 
Functions 

1* Enforce policies regarding the use of reserve collections and services. 

2* Control the eircilatlon of reserve inaterials and naintaln the nece«3sary records. 

3* Solicit reserve lists from the faculty and process them. 

4* Obtain and process materials for reserve* 

5* IJaintaln aid inventory the reserve collection* 

6* Oeprocess reserve materials. 

7* Prepare intonuation on the status of reserve materials in machine-readable fona. 

6* Provide course syllabi, computex-gcneratcd professor listSt and a public 
listing. 

Key Working Relationships 
1* Faculty and dtudents. 
2* Access Services Units. 
3* Systems Office. 
4* Data Control Unit. 

Reports 

Statistical and evaluative reports as policy requires* 

Performance and Evnlu ati va Criteria 

1* Satisfaction of student and faculty needs. 

2* Reliability and speed of service* 

3* Security of reserve collection* 
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REFKRT^NCE AND INSTRUCTIONAL SERVICES DEPART:4ENT, SOCIAL SCmcCE CENTER 

Principal Adminlntrator ; Head, Refercince and Instructional Services Dopartiaent» 

Social Science Center. 

Patent Uni t; Social Science Center. 

Role: To provide a wide range of reference services to the University community 
with uaphasis on the social sciences. 

iPb^ectivt'g 

1. Promote in the academic community increased awareness or the available library 

resources. * 

2. Provide accurate and efficient reference service. 

3» Relate library resources In the Center to instructional and research activities. 

4. Promote tl»e effective utilisation of library personnel In providing relerenne 

service to the academic coimaunlty. 

5. Create an environment for and a tradition of good service among the staff. 

6. Create and maintain reference resources to support present and future needs 

of the University. 

Functions 

1. Help the University community to take maximum advantage of library resources. 

2. Assist readers In the interpretation of bibliographic records and refetence 

tools. 

3. Provide information enabling readers to locate and effectively use library 

materials. 

4» Develop and maintain the reference collection, including the Current Documenta- 
tion Section, with recommendations from collection developers In the 
Resources Group. 

5. Participate in developing bibliographic and instructional aids. 

6* Participate In the development and implementation of collection and preserva- 
tlon policies. 

7. Recommend n>aterlals for Inclusion in the library collection. 

8* Provide consultations on specific research projects, and act as a liaison 
between clientele and resources personnel, when necessary. 

Key Working ReJntionshfns 

1. KciRbers of the University community. 

2. Other Reference Departments. 

3. Rc(;ourci:: Group: 

a. Citnloricrs 

b. lUTionrcTu 'ft Jii x.iM'on Offico. 

c. CoJJccr.Jori tkv:lo.;i;r& . 



o 
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Report s 

Statistical and evaluative report£» as policy requires. ' 

Performance and nvaluattvo Criteria 

1. Satisfaction o£ readers* needs. 

2. Reliability and speed of service. 

3. Security of collections. 

4. Physical condition of lacilitics. 
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CUllRENT DOCtlMKirr/iTION SECTION ^ ^ ^^^ttt^^ 

Prlnctpftl Aanlnlstrator ; Head, Cut rent Ducumentatlon Snctlon 

Parent Untt : Reference and Instruetionsil Deparcmcnt, Social Science Center. 

Roles To toahe available within c short time o£ publication current documentation 
in the t»oclal scicnccG. 

Objectives 

1. Provide ready access to current social science documentation not acce&.«:lble 

tbrounh the Ccmtcr'o card catalogue* 

2. Make available current aocl?;l science documentation not available through 

norr.nl publishing channels. 

Vv nctio nn 

1» Iiaintain the Cc^nter's vertical files of pamphlets, leaflets and other 
uncatalogued ephemera. 

2. Maintflan the Center's setials vertical files, consisting of newsletters and 

sirailar uncatalo£,ucd serials. 

3. Acquire directly natcrials for the vortical files. 

4. Procure papers and prouecdinf.s of sholarly conferences, by; (a) Conclmiously 

sui-veyins the relevant literature for impending and future conferences, 
(b) SolicitiriR papers and pi:oceedin&o from the organisers, (c) Carrying on 
any subsequent correspondence as needed. 

5. Make conference papers and proceedings available. 

6. Participate in the preparat.-ion and maintenance of computer based access to 

current docwnentation. 

7. Implement the Center's program of maintaining security of the collection?. 

8. Provide directional assistance and general information about the unit and 

its collections. 

Key Workir !lelatlonf:;MiJS 

1. ColUcLlon Developer for social sciences in the Resource Development Division 

of the Resource? Group. 

2. Materials Procosslni^ Unit, Social Science Center. 

3. Current Documcnratiun Unit, Cncilneering and Science Information Center. 
A.' General Reference Department. 

5. Faculty inmbers. 

6. Systcnu Office mid Ccmputer Center. 

Reports 

Statistical and evaluative rcporto as policy requires. 

Pcrforn.-^ri coi nv A Kv.iT ti.^tlve Cri<-oria 
1. Sat ;ctlon .'t iratiprs ' rc-v's. 
, 2. Cu'-T; .I'. y .'nd ;?f naiar 

3. R''tl ir. >.Vl li*;.' iful ;•.■•• .,'(? ov r.-r-.'j re. 

4. rrorrction of th.: r f*ll*-ui:io.i.: .jf;aiust loss t'inil detet loration. 

5. Phyrfir*! conciiticn of flto fiicilttiea. 
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BUSINESS LIBRARY 
(Watson Library of Business an^t Economies) 



Principal Administrator ; Head* Business Library 
Parent Unit ; Social Science Center 

Role ; To provide library service to the acadonlc comnunity in the areas of 
Business and Economics* 

Ob jectives 

1* Builil and maintain library services and resources to support the instruc- 
tional and resell rch needs of the University » especially the graduacti 
School of Business and the graduate Department of Economics. 

2. Aid clientele in tnaking the best possible use of the Business Library *j 

services and resources. 

3. Foster dose relations between the Library and the academic coiumtmity. 
4* Create an environment for and a tradition of good service. 

5. Create an atmosphere conducive to study and research. 

Functions 

1. General 

a. Participate in establishing policies regarding the use of librcry 

collections, services and facilities. 

b. Enforce established library policies. 

c. Maintain easy access to the collections and assist in locating 

materials. 

d. Enforce policies for safeguarding the collections and for the 

protection of library and personal property. 

2. Access Services Department 

a. Circulation Unit 

1) Control the circulation of materials and maintain the ncrcssary 

records. 

2) Provide rapid and accurate shelving of material and necessary 

shelf reading of the library's collections. 

3) Provide for regular inventory and searches for missing materials. 
A) Sc-irch and rf»trJcve roqwefttcd inter library Icsn ••-•ntisrlalri, 

5) J*'«ravidc cln tsl.'itirJA i^v .- virGR such ro rort^.tls, • t .nlcr rc'*».c;Jt 

»io3dy, t-nci o"c cu»'c I'.f . ic cj. 

6) Tropart' ar'«l vmccs', r-li. voices. 



5/11/73 



V 4.20 



b* tbtcrials Proccnalns Unit 

1) Maintain tho dcpatfinontal card cataloa* serJala cat<r>log, and 

shclfliat with thci assistance o£ Support and Resource Group 
personnel; includes laaklns corrections and additions » with" 
drawing cards* etc* 

2) Process ner^ monographic and serial materials IndutHng adjust** 

ing bibliographic records* plating, pocketing, 8 tamping, ete« 

3) Review kardex records and order files periodically in order 

to claim missing f&aterials* 

4) Search titles in the IPL, card catalog and certain bibllo- 

graphic tools before ordering. 



5) Type, file and forward serial and monograph orders. 

6) Prepare monographs and serials for binding following established 

guidelines* 

7) Maintain newspaper files and coordinate the disposal of the 

paper copies for which microfilm is received. 

8) Approva serial invoices for payment. 

9) Open and route mail. 

10) Ilaintain photocopy machines (two for the public anJ one for 

internal use). 

11) ^ork with collection developers and the head of Preservation 

Department to oatabllsh and carry out preservation policies. 

12) Requisition library supplies. 

13) Account for money received through fines, photocopying maehlnest 

etc., record petty cash expenditures. 

c. Microform Unit 

1) Maintain and mke available promptly and efficiently the Businiees 

Library's collection of microforms. 

2) Maintain in good working order the machinery needed for reading 

and printing the microforms. 

3) Prepare prints from microforms as needed. 

d. Financial Collection ^ 

1) Acquire material for the collection according to established 
guidelines (usually throun^h solicitation). 

— . I. I . I ... t I I.I .. I ■ ■ ■ ■ I. I ■ — — - ,1. 

1. This is an uncataloged collection; it includes the Marvyn Scudder Collection 
of Annual Reports, lOK reports, listing statements, etc. 
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2) Create and nadLntain bibliographic records for this collection. 

3) Control t!ie use of aaterials In the collection. 

4) Provide rapid and accurate shelvins and refiling of materials. 

5) Provide for regular inventory and searches for nissing materials. 

6) Arrange for the disposal of paper copies (of annual reports) 

after microfiche copies are received. 

Reserves Department 

a. Materials Processing Unit 

Solicit reserve lists from the faculty and process them by 
searching the titles in the Business and Butler card catalogs 
and certain bibliogr&phic tools. 

Obtain materials for reserve by either: 

a. Ordering "rush** through acquisitions. 

b. Xntra-library loan 

c. Making photocopies 

d. Checking-K^ttt of a Business book to Rescr^res for an indefinite 
loan. 

Request permission to photocopy from the publishers as t.cccssary, 
and maintain a file of reqxtests and responses. 

Keypunch cards for submission to the computer center, J^n order to 
produce a computer-produced printout for the public » a list 
arranged by profepsor for the public, a '"worklist" for the 
reserves staff, etc. 

Keypunch and submit car^s as necessary in order to keep the 
printouts accurate and current. 

Plate, pocket, tape and nark reserve materials according to 
established guidelines. 

"Deprocess** reserve materials according to established guide- 
lines; includes forwarding uncataloged material to Data Control 
for subsequent cataloging. 

Maintain public files of course syllabi and exams. 

b. Circulation Uhit 

1) Page requested items for readers. 

2) Control the circulation of reserve materials and maintain the 
necessary records. 
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3) Provide rapid and accurate shelving and fllins of reserve 

aaterials. 

4) Provide circulation services such as overdue and fine due notices* 

5) Prepare and process F-Involces. 

6) Inventory and shelf read the reserve stacks as needed* 
4. Reference and Instructional Department 

a. Answer reference questions » asked either In person » by mall or on 
the phone. 

b* Answer general and Informational questions. 

c. Prepare bibliographies and instructional aids. 

d. Provide consultations on specific topics, chiefly with graduate 




students and faculty members, 
e. Provide tours and classroom instruction* chiefly for graduate students. 



f. Participate In producing the Social Science Union List of Serials. 

g« Revlftw inter library loans before they are sent out. 

5. Collection Developnant (Business Library personnel when performins the 

functions listed would report to appropriate individuals in the Resources 
Group.) 

a. Select loaterials for inclusion in the Business reference and general 

collections including monographs, serials, documents, and services. 

b. Read book reviews, scan MARC printouts, etc. for selection purposes. 

Key Working Relationships 

1. Pftrsonnel Office 

2* Planning Office 

3. Acquisitions: Books and Serials and Documents 

4. Bibliographic Control Division 

5. Computer Center 

6. General Reference Department 

7. Other departments and libraries in the Social Science Center 

8. General Services Unit 

9* Resource Utilization Office and Resource Utilization Division 

Reporting Relationships 

Director of the Social Science Center 

Reports 

Sfitisticcl and evaluative reports as policy requires. 



2. This is a coi iputer-prcduced Ust coverinR the follov/lnR llbrarJcD: h';r.ine88. 
International Affairs, Social Work, Inter nationil Law and Journalism. 
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Performance and E\»aluatlve Criteria 
1. Satisfaction ol* readers* needs 
2* Reliability and speed of service 

3« Protection of materials against loss and deterioration 
4. Physical condition of facilities 
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JOURNALISM LIBRARY (ARXItUR HAYS SULZBERGER MEMORliO. LIBRARY) 



Principal Adrointstrato rx Head» Journalism Library 
Parent Un it! Social Science Center. 

Role: To provide library service to the academic connnunlty in the areas of 
Journdll^m (broadcast and print)* Mass Communications .and current 
events* 

Objectiv es 

1. Build and maintain library services end resources to support the Inbtructional 

and research necids of the llnlveraltyy especially the School of Journallcvd. 

2. Aid clientele In ipaking the best possible use of the Joumallsr! Library's 

resources and &cn*lc:csy and to direct them to other resources and services 
of the Colu!nbia Library &yntcai when appropriate.-^ . 

3. Fost&r close rcl^tlcns bctv^^cn the Library and the academic co:'j.aunity. 

4. Create an auinos}*h5ire for. and a tradition of good sci-vlcc aitong the ati»ff • 

5. Provide materieila and services i^uuadiately us possible conciutcnt with 

efficiency. 



Functions 

1. GonciTal 

a« Tortlclpate in ectabliKhing policies regarding the use of library 
collccLlosis* scn'i.rcst an'l tv.r.illLics. 

b. Maintain euo.y access to the colXcctxons and assist in Xocatlrr natcriaVs 

and InConntlon. 

c. Enforce policips for rafcguardiuf. the collcctiono and for th« protec- 

tion of library and persotial property. 

d. Act as- a lial&on bctv/ccn the School of Journalism and the Libraries 

as a vhole. 

2. Access Services 

a. Circulation 

1) Control the circulation of materials and maintain the necessary 

records. 

2) Provide rapid and accurate ^shelving of 7;aterlal end shelf- 

reading of the library's collectlotis. 

3) Provide for rcr/Jlar inventory and searches for nlssinr; material. 

4) Search and retrieve tcqtt'^stT'd Interlibrary loan materials. 

5) Provide clrculatioa services such as recallsi reader request 

holds and overdue nctlcos. 

6) Prepare and process F- invoices. 

7) Plflcc requested and heavily used materials on reserve for room 

vr>a And short term loan:, in connection with this mark 
cuiLcrlaxs and catajop, c^rds and provide necessary lists. 



Interlibrary Loa*!, Micfofora neadtn:\ Xoor, Photographic Services, and indeed 
a3'.r...t every library unit Coii.:.ihi.i at. tlwes. Our students vritc on altuisc 
any subject. 

5/29/73 



V 4.26 



b* Materials Procesalng 

1} Maintain departmental card catalog and shelflist with the 
assistance of Support and Resource Group personnel. 

2) Process new mtmographic and serial niaterlals* 

3) Review kardex records and order files periodically in order 

to claim missing niaterlals. 

4) Type» file and forvard serial and nonograph orders. 

5) Search titles in XFI. card catalog » and certain bibliographic 

tools before ordering. 
6} Process gift materials, selecting those items vhich are needed 
in the Journalism Library and forvard remainder to Gifts and 
Exchanges Unit, according to guidelines established with the 
Resources Croup. ^ 

7) Buy or otherwii^c obtain materials, such as newspapers, current 

magaaines, etc., that are too quickly needed, ephemeral or 
otherwlae unsuited to the normal order routine. 

8) Send natcrlals that are acquired directly (through purchase or 

as gifts) to the Blblio|?raphic Control Division for cataloging, 
etc.) 

9) Prepare materials for binding following cistablishcd guidelines. 

10) Approve serial invoices for payirent. 

11) Malnr.&in newspof.er files nnd coordinate the disposal of paper 

copies which are no lonr^er needed. 

12) Open and route nail. 

33) Maintain photocopy machine end three trlcrofilu readers. 

14) Esteblish and carry out preaervation pollcl^a in conjunction 

with the head of Preservation. 

15) ncq^lBltlon surplies for the library. 

3. Reference and Inntructior. 

a. Ueviaw interlibrary lonns before they arc sent out. 

b. Prepare bibliographies and other instructional aids. 

c. Answer reference questions in person and by telephone and mail* 

d. Provide cousultations on specific topics. 

e. Provide tours and orientation Instruction. 

4. Collection Development (with a reporting relatlonnbip to Resources) 

a. Selc^ct materials for inclusion in the Journalism collection. 

b. Head book reviews, scan t4ARC printouts, etc. for selection purposes. 

5. Newspaper Cllppinrc Pile (Morgue) 

a. Acquire newspaper to be clipped. 



2 We provide "behind the desk" shelving and restricted circulation for many 

items provided by the faculty. This is sometimeo books, reprints. Issues 
of journals or loose material in envelopes. More often it is notebooks 
or folders the faculty member hlnself has prepared or gathered. 

3 Sources for gifts which come directly to the Journalism Library are Columbia 

Journalism Review , PubJie Opinion Quarterly and the Pulitzer Prise Committee. 
There are aJso occasional personal Riitb. A high percentage of the naterlal 
from C.TR is added to our parmancnt collection. 
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b. Select and clip icems to be added to the dipping file. 
c» Identify each clipping with name of newspaper and date of publicaticn. 
d. Assinn topical and biographical subject headings to clippings and 
file in folders. 

0. Maintain a file of these folders in the eleetrical-ioeehanlcal filing 

cabinets. 

f. liaintaln a topical subject heading list for the file. (This includes 

makJns^ expanding and deleting subject headings). 

g. Provide information and folders fr»>m the file to library users. 

(ThiK IncludGC helping then decide which folders, they need to see). 

h. Hark f oldera with stibject headings, beginning of file date and iiforaa- 

tJ&n OS to laiit filing or use activity. 

1. V/eed fold err. and dippings no longer needed » according to established 

guidelines, 

j. Assist in the documentaclon of the history of Colm.>bia Universlry by 
scndlnf? dippings dealing vlth Columbia to ColuTiiblana. 

6. Pulitzer Prize CuUectlon 

a. Ueceivt; ,.r.t?.» winning exhibits from the Pulitaer Prize Comtalttee. 

(Thcfsc: are given to the library each Kay, inuaediately after the 
pr.\acs are iivnjroud). 

b. Provide cla.sa m:^^k for each exhibit. Tills class mark indicates the 
catonoiy (rGi>f.rL in?,, drainci, etc.) for i^hlch the prize var r»:»\'on, 
and toj'.cther v^th the dote of the priise prcvldcii a Ue/ to the 
locnciun of t:l,?. axhlbit. 

c. Work vit]j St>riaii: C^rcaloeing to catalog each eichlblt briefly. 

d. Daplic.^tc: catirlon r.arda so that one catalog ecu be krpi. with the 
Pulitzer rris-.'* Coilcctioa and another in thtt vaaiu librrry quactcirt. 

c. Maintain » {jLcJ . r:t: and lor.-»tlon list for tho exhibits. 

f. Shelve the uxhlhij .i in th*» Pulitaer Prize Room. 

g. Provide f.ont/oll^!cJ r.caeos to the exhibit::. 

h. Answer quorticns (in person, telephone* Pi*^.11) about th«! exhibits. 

Key V?o rkln g Rfilation :-hlps 

1. PersonneJ. Office 

2. Library Technical Support Group 

3. General Services Unit 

4. Library Co^ilttee of the School of Journalism 

5. Pulitzer Prize Comraittcc 

6. Microforms Unit 

7. Bibliographic Control Division 

8. Special Collections (Columb isna) . 

9. Resource Utili-iition Office 

10. Othsr departments and libv.tries of the Social Science Centw. 

Reporting Relationship 

Oireccot of the Social Science Center 




Reports 

Statistical and evaluative reparts as needed. 

Perfoman&e and Evaluative Cr^r erla 

1. Satisfaction of Ireaders' nricas. 

2. Speed and reliability of urrvice 

3. Physical coudlrion of fncilltics. 

4. Collection maintenance and security. 
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SOCIAL WORK LIBRARY 



Principal Administrator ; Head, Social Work Library 
garent Unit s Social Science Center. 

^le: To provide library service to the aeadenic coffi&unity In the area of 
•oeial work. 

Objectives 

1. Build and maintain library services and resources to support the instructional 

and research needs of the academic community » especially the School of 
Social Work. 

2. Aid users in making the best possible use of the Social Work Library's 

resources and services. 

3. l^rovlde library services and resources in the most efficient way possible. 

4. Provide an environment conducive to effective study and research. 

5. Maintain mutually helpful relationships with faculty* students, alumni and all 

who serve the University, with professional organizations in social work, and 
with the larger social work coimounlty. 

Functions 

1. General: 

a. Participate in formulating, interpret and implement policies re(;ardlng use 

of the Social Work Library and its collections, services and fecllities. 

b. In conjunction vyith the Resources Group,, participate in budgct5nr> and 

administer funds allocated to the Social Work Library, monitoring 
accounts and colling attention to adjustments as needed* 

c. Establish and maintain routines for ordering materials, requisitioning 

supplies, handling mall and processing. 

2. Reference and reader services: 

a. Answer Inforjiatlon and reference quc:3tlons. 

b. Help readers to take maximum advantage of the librarj^'s resources in deal- 

ing with specific instructional and research problems, 
e. Provide consultations on research projects. 

d. Provide current awareness services such as displays, periodic lists of 

new acquisitions and selective dissemination. 

e. Maintain annotated public files of reading lists for current courses. 

3. Access services: 

a. Control the circulation of mr.tecial8 by maintaining necessary records. 

b. Search and retrieve materials requested by other libraries. 

c. Provide such services as recalls, reader request holds, and overdue notices 

d. Prepare and process F<^involces. 

e. Collect fines. 

f . Provide a reserve collection, and service tliis collection by soliciting 

reserve lists from faculty and obtaining, processing and deprocessing 
taaterlals. 

g. Page materials from areas not open to readers. 

h. Provide rapid and accurate shelving of materialN. 

i. Search for minsing materials* 

J. Maintain intcrllbrary loan rrrvices. 
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4. Bibliographic Control: 

a. Maintain the Social Work Library catalog* serials catalog, reserves card 

file and departmental shelflist with the assistance of Support and 
Resource personnel. 

b. Maintain such auxiliary aids as a checklist of social agency publications 

and a card file of alternate locations for Journal and other articles. 

c. Recommend serial analysis to Serials Cataloging. 

5. Collection Dovelopment (done in conjunction with the Resource Development 

Division): 

a. Select materials for the Social Work Library, including refence tools, 

monographs, serials, documents, agency publications and services. 

b. Solicit free materials. 

c. Sort and search gifts, sending those selected to be processed and those 

rejected to Gifts & Exchange. 

d. Forward orders for monographs and serials after searching pending order 

files, rel<i!Vdnt catalogs and other bibliographic tools. 

e. Participate in formulating a policy of collection developments 

6. Collection maintenance and preservation (done in conjunction with the Resource 

Development Division and Support Group Personnel): 

a. Maintain security of the collection. 

b. Provide for the supplementary processing of new monographs and serials, 

including such operations as adjusting records, taping, plating, pocket- 
ing, stamping. 

c. Systematically review order files and other records and claim missing 

materials. 

d. Following regularly scheduled inventories, forward orders for replacements 

as needed. 

e. Identify and recommoid materials for preservation. 

f . Select and prepare materials for binding. 

g. Weed the collection. 

h. Maintain and regularly weed vertical and other files. 

Key Working Relationships 

1. Office of the Dean of the School of Social Work. 

2. Faculty, students and researchers in the School of Social Work. 

3. Resource Development Division 

4. Acquisitions units. 

5. Cataloging units. 

6. Inter-library Loan Office. 

7* General Reference Department. 

8. Other libraries and units in the Social Science Center. 

9. Gifts and Exchange Department 

10. Social work organisations and libraries. 

Reports 

Statistical and evaluative reports as policy requires. 

Performance end Kvaluative Criteria 

1. Satisfaction ot users' needs. 

2. Reliability and speed of service. 

3. Protection of maierials acainst loss and deterioration. 

4. Physical condition of facilities. 
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ri i pclnal AdT^.tnlstrator ! Chair par.<}cin» Profesolonai Advisor/ Ctw.ttt'i** 

?arftnt_Unitr office of tho Vice Prosldentt for Information ScrvXcea a University 
Librarian, 

Kple; To pro^'ide comprahcnsive professional advice and counijel, oftou based 
on specific scudiesy to the Vice President and Unlv*srsicy Libroiriaii 
and tha Planning Office. 

pVj/>etlvc8 

1. i'rovidc professional advice and recon&nendations to 
the uVilvorsity Librarian and the Plannins Office. 



Provide ''in effective nechanisn for the study and solution of problcaa and 
acoas ur difficulty. 



3. Bring the skills and eKpcrience of Library staff sur.tbers into the decision** 

SiUtkinc process. 

4. Keep the I.ibrnry staff aware of and interested 5 u f.oals and activities 

o£ thii Cc£s3lttee as appropriate. 

l>' '.'.eg ion s 

i. Stuay and <ii6Cuss problems and areas of difficulty as requested by the 
l'r.ivctslty LiLrariai or the Planning Office. 



Xdevi'ity problcT^a ctr\d aireas of difficulty* iiicluding areas suggefsted by 
other irv:>.:ber@ of tha staff* vhlch need to be studied. 



2» Orp^anize and particLp.ite in Ta&k Forces which conduct specific ntuuies in 
iibces«^ur/ areas. 

4, MakR rec«?r"n.jndatlons for action to the Unlvsralty Librarian and the 

Planninr: Office* 

5. Haintaln cciiinTtnicotlon x/ith the library staff regarding the Cocxittce*? 

goai3 r.i\d activities. 

f 'i'l Vorkin<» f'.yt.nt ioush iT^s 

1. ~ ?io.nninr, 'Tftlce 

2. Otf Ice Qc i.ha Vice President for Inforniation Services and Uni/uraity Librarian. 

3. Professional Advisory Committee Task Force Monibers. 

\\\ !>orts 

Itc.ports as d«>^ircd to: 
1. Office of. the University Librarian 
Planning Office 

3. Library Staff, often through tha Representative Cotrmittec of Librarians. 

Prtryor mr nc i a tid V- yaJ iiat jy ^ jlri t eri a 

1. ^ounUnes^ cc rccctir.icn'iations 

2. Ef fectlveuuas af Ti^sk Forces 

3. Procedural efficiency 

4. Scope of staff pui'ticipatlon in decision-making. 
S* :v4«;.^.essful idcntilicailoo of probleta areas* 
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STAFF DEVSLOPMENT COMMITTEE 
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Principal Adninletrator t Chairperson* Staff Development Connittee* 

Parent Unit ; Vice President for Information Services and Oniversity Librarian. 

Role: To advise the Vice President for Information Services md University 
Librarian on promotion of professional staff members within levels of 
librarianshlp and to advise the Assistant University Librarian for 
Personnel on evaluation procedures and developmental prof^rrjns for all 
categories of library staff. 

Objtectiycg 

1. Evaluate and reconvmend action regarding promotion of members of the pro- 

fessional staff from Librarian 1 to Librarian 2 and from Librarian 3 to 
Librarian 4. 

2, Advise the University Librarian and the Personnel Off Ic^ on all matters 

concernlns staff development. 

3* Assist the appropriate officers in the continuous training and developinent 
of the entire library staff. 

4. Promote the development of individual career plans for professional staff 

members. 

5. Aid the staff In keeping avare of new developments In librarianshlp and 

the other information sciences. 

Fwactlons 

. 1. Determine criteria to be used in the evaluation for promotion of professional 
staff members within levels. 

2. Develop* implement and periodically review methods and procedures for 

performance appraisal. 

3. Assemble and examine documentation on the full range of professional activity 

of the Individual being reviewed. 

4. Recommend in writing to the University Librarian the action to be taken 

regarding promotion of a professional staff metdbers within levels. 

5. Design appeal mechanisms for grievances arising from original slotting into 

ranks for Librarianshlp and subsequent promotions within those ranks . 

6. Develop snd implement orientation programs for new professional and non- 

professional library staff members. 

7. Plan and establish training programs for the library staff. 

8. Identify and recommend articles and books pertinent to professional development. 

9. EstnMliih guidelines for professional, c-ducation'il* and research leaves* 

Key W ftrkln ? Rclatlonr;h ips . 
1. AsiiiKtivnt Unlv&r&lty Librarian for Personnel I f 
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2. Staff Devdopncnt Officer. 

3* A88l3Casic University Librarian for planning. 

4. Professional Advisory Conmittee. 

5* Representative Committee of Librarians. 

Riftports i Minutes and advisory reports to the Personnel Officer and the 
Vice President for Infonoatlon Services and University Librarian. 

• 

Performance and Evaluative Criteria 

1. Impartial evaluation for promotion of professional staff membors* 

2. Training prcgrans relevant to necessary staff development. 

3. Effective orientation programs. 

4. Administrative awareness of staff development needs and programs. 

5. Staff awareness of pertinent literature. 



/\PPI:iB)IX 
Organization Ta&k I'orcc 



ORGANIZATION TASK FORCE 
Chairman: George Lowy* Librarian, International Affairs 



Administration; ' - - 

Frederick Duda, Assistant University Librarian for 
Personnol, 

Warren J. Haas, Vice President for Informatioa Services and University 
Librarian 

Joel Karp, Operations Analyst, Planning Office 

Jerome Yavarkovsky*, Assistant University Librarian for Planning 

Services Croup: 

Grace Bertitincham, Librarian, Social Work Library 

Mary Ann Boui'ke^, Assistant Librarian, Buslnc&s Library 

Frederick Byrne*, Librarian, Instructional Library 

Edith Crockett, Librarian, Ceolony Library 

Wade Doares, Librarian. Journalism Library 

Jane Dorttian, Librarian, Biological Scienres Library 

Ban Driver, Librarian • Business Library 

Diane Goon, Reference Librarian, ButJer Library 

Harriet Iloptner, Reference Librarian, Social Work Library 

Kurt Karlsft«n, Librarian, ^lathematics Library 

Mary Lou Lucy, Librarian, Butler Library 

Claire Mayers, Librarian, Geoscience Library 

Eileen Mcllvaine, Reference Librarian, Butler Library 

Adolph Placzek, Librarian, Avery Library 

Janet Schneider*, Reference Librarian, International Affairs Library 
Ellen Schwarta'*', Reference Librarian, KedJcal Library 
Charlotte Smith, Head, Reader's Service, East Asian Library 
Yoram Szckely, Circulation Librarian, International Affairs Library 
Thomas Watkins, Librarian, ^fusic Library 



Support Group: 

Donald Anthony, Associate Director of Libraries 

George Bolnay, Head, Serials and DocuLients Acquisitions 

Ruth Bussert*, Head, Circulation Department, Butler Library 

Martin Colverd, Assistant to the Associate Director for Technical Services 

James E. Fall, Head, Processing Department 

Evelyn Lauer, Librarian, School of Library Service Library 

Carol Mandcl*, Catalo&er 

J. Bryan May, Documents Librarian, Documents Acquisitions 

Gail Persky, Catalogcr, Processing Section 

Theodore Rauch, Serials Librarian, Serials Acquisitions 



* Professional Advinory Comiitittec 



ORGAHXZATIOX TASK FQRCC 



Resources Groups 

Walter Baraard, fiibli9grin>her» Butler Library 
Xlonc Hic8Ph» Catcdoger 

Ann Borsuk^, Refcvoice Librarian* Rusiness LSjbrary 

Laura Cumnioss^, ifead« Serials Catalonir.g 

George Cibbs* A&siiscant to ttie llead* Origiiial Cataloi»in8 

Joan Jrckson» Searching Pepart«aent 

Erie K^.ir.n, As^tociatc Director for Technical Servicess 

Gregory iosccr. Serials Cataloger 

Georr.e !.owy*» Librarian, Int&mational Affairs Library 
Kllit) Ilcunt, Llbrnrian, Engineering Library 
Eugeno Sheehy» Hon J, Reference OsvartKcnt, Rutler library 
Frarh Unlandhevni. Bibliogrtiiher, ii^tcmacioral Affairs Library 
Elizabeth Widenniann*, Catalogdr and JJ^bliearapher* Intematioual 
Affairs Libr<>ry. 



* I'rciesisiotial Advis^arj CIcrmJLttee. 



